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ABSTRACT 

The aain focus of this selected, annotated 
bibliography of works in business coaaunication and closely allied 
ireas is business writing. The fields of aanageaent inforaation 
systeas, psychology, linguist ics» and coaaunication theory are not 
included. Entries are arranged alphabetically by author or by title. 
(JH) 
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BUSINESS COMMUNICATIONS: A Selected, 
Annotated BibHography 

RUTH M.WALSH etatfi 
University of South Florida 

Alx^son. HtTlxTt I., and Karlins. Man in. Pemuifnow How Opiniom 
and Attitmtcs Aw CUanml id til. Xc^%* York: SprinscT PuWishinR- 

\ h.indli<Kik ii ttrfonmitioii for thf -^tiidfiit. pructitit>tHT. or tfeiHTiil ifudtT 
who Huiild t«> Ih' WtXvr Informed ulioitt tht* fvaUtit»s of thf ptwia^^ion 

Alexander R, I.. "How To Piildish and Pt rislir Citil Enninecma^ 
jinK\ upj. pp. 77.7S. 

ThK artidf N a plva for imnnlH-rs frf tbt* dvil t*tmiiit*t*nn« pnift»^^ioti to 
writt* iundtN that wilt iuUaiHH* tht'ir proft*sH|otml Htamlintf annms Ia>nu»ii. 

American JkKU»t> of Mivhanical EnpiHtrs. Letter Symlwh For 
Quantities ( Vr/ in Eleetrica! Hcietwe and Electrical Eniiineerinfi: 
f SAS )' 10:5. York: American Sotirty of Mcvhanical Enfii- 

This d(HiinH*i)t has Iki'Ii ad<ipti^ for by autnK-io of thi* I'.S. Di*part- 
firrnt of IX^ffme as a standard miidt* f(»r om- of h»tter s>iiil>ok rt^pn^kentinff 
cfnantitit*". | 

_ Letter Sfjmhols for I nits I'sed in Electrical Science and 

Electrical Efmitwerinfit I SAS V 1(19. Sew York: Anu rican Sovivty 
of Mivhankiil EnKimn^rs. 1987. 

* Annotated t'Otrn^ \vc»n» orifftnatly prtTpannl dnrtns; Qnartt^r II {1970) hy 
H»%rn Htndfiih wht «»Ut1*»d thK i>ptt<m to fill tht* ftna! n»iv>rt-\%rittntf asstimntent 
In tht* tfMtrM\ B<'^i<»%\ ami up-dafintf *4 prt*sent entrit^ w-vrv its*iifpH*d to students 
in ytiartcT IV i nrr^) vti-tions. In addition to mfeMinst thf mtnmif> of orig- 
Imd llstlnus. (^naft(*r I\* vtnd<*nts uIm^ addt^d nti>re than 1.70 mni rntrits^ 

Not catatoUK! hy l'n{\vrslt> of South Florida Lihrar>, AufftKt, 1973. 
EntrW uith anthitations ntt«isinK. hut not a«teHsk«*4 sin^sest om* or morr of the 
foIkmin>(: Unik tlit't-ked out, tmt, or n)lsplai**Hl: periodic-aU and jiMtmaU in 
iiM* Of at tlu^ hlndt*r>\ or tit>rar>' htildlnt^ iK^stn iatt^ than datefi shon^. 
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fiB I liF. jm^BNAl, or Bl'SINE^ CXIMMVMCATION • 1 1 J I 

AiiastiWi. Thomas E.. jr, "Fuv Keys to Bt^t-r Lt^ttvr Writing " Super- 
uhory Mawfiement, Jamiun% 1964. pp. 30-33. 

Di^n;^s tht* ciintft*nt cif Ivttm and MtpQ^is that ft*tttTs hv perwmal, 
tifiiit«t4*, |>itri)OM'fiii, Mni|^* and 4 k*ar, and ^inct«n«. 

Ande rson, C;. B. "Dear Mr. PHus, Hvn\ a Product." Sales MaMfse^ 
tmnt^ CX tobtT 30, 1972. pp. 51-52, 

Mr* Andt^TMinV attii*k* tvWs !^ipMtiH>n letttr* van <>pfn dfnir>. Ilh «in- 
hnitkin is thai well-iimipiwii'd U*ttm can lfn*ak dtm-n ImrrH'rx that the tit^fivKt 
Halt^UKm can't tTOi'k, 

Anpc'l. Jiiwnui L. Matching CoUcfie Men to /o/w. 5th ed. Nvsv York: 
\\*orld Tradf Aeadfmy Pn'ss, 197^ 

\ \istm% nf po9»itiiHHi and dc*KCTipti<m of pmerdnre^ which a cnltrgr gmd* 
itatc shintld fallow in order lf> thv fob iM^it faulted to hlm« 

. Why am! How To PrcfHire an Effective Job Hesume. 5th 
cd. Si^v York: World Tradi* Academy Prt»ss, 1972. 

An inten*>itinff boiA which tells why it Ij* important to iHte a cam|Jete 
rf^tiitK*. with a tMins of fiiiiCjcefitkins for writing an cffct*ti\ic |ol) rcfam^. 

Applcy, Luwri'mr A. "Piit It In WritinR." Supervisoty Manafiement^ 
June, lyfi^, pp. 22-23. 

Thi« artcic cniphajiizai the ffrowinic trend toward ptittinff intportant mattm 
in w ritlng to aw^ure Kivater uncfa^nitandlng and to pnn kte a nteam of fotkm-up 
and e%ahiation at a future dates 

Aumer. Robert R(ay)» and WolU Morris P(hilip). Effecthe Com- 
munication tn Bmines9. 5th ed- Cincinnati: South-Western Pub- 
h'shing, 1967. 

l>e\elop<« principles, procedures, and practlce^f ctf clear comnnmkalkm and 
th(Mr retatf<mfjiip to Mnind management. Represfenb^ a modem effort to syo- 
thrsizv the teaching and learning of several dif^plinefi affiled to effective 
coniitiunk'ation fn hmine«». including those vi ethicj*, logk\ pji>*chok)gy, writ- 
ten and t^ral umtntunkration arts. 

, and Burtr^, Paul. Effective Enfilish for Bwifiess Com- 
munication. 6th ed. Cincinnati^ South- Western Publishing, 

Baur. James. "The Art-And Craft-of the Memo." Manapiement Re- 
view, May, 1964, pp. 31-33- 

This jilwrt artic^ given Iftformation on liow h> write four basic type* of 
n»enioi»: Public Addrm, Btank Shot. DouMe Take* and Imunmce Mky. 

Bagge, H. A, "Is the Ballpcii Mightier Than the Typewriterr Office. 
May. igfi3, pp. 157^58.^* 

Ratsley, I. W, **S3.i9: An Average Lc*tter Really Costs That Muchr 
Aitministratit>e Management, October, 1971, pp. 



K|r««<i^ tilt* iiM» tf n'UwIA' ittfonimtiitti *itid tiHin kt^xs In writing 

Bttkir, Clfffoixl, .A Gukte to Tevhuiait Writing. Xtnv Vork: Rtnian 
Pttbit9ihiiig« iijBi. 

A «iml«» to fHii'tht* ciHtniiiitik'atiun, ttH4itm'af nrititiu .iml KnitH<«h tfraitn 
titar, uith illuHtiatioiH %%ht»n' priH tkuit. 

Biitc^timn. BoHbii* "Shorthand utid TnuiHTiptioii; Thi* l\siil>U* Tmn- 
jrt.ript." Hminvxs Education Fomm, XXVII (May, 1973), S;}-5>. 

ThK artk'k* dt'aU with t\w pni|>t'r iim» of a tniiiH'ilpt. imltidtnK Ifttits. 
iiK»nK>raitduniH. H|>i<tt*h(*s. am! atft»iHla. 

Bat>\ VVav"^* Enulisli for BmhwHs. Bc*hmMU. (!ahf.: Wadsworth 
Publt5^hitig, 1966. 

UttiiiU ffratiitimr and itirrrct nirthnds ti tcitt* r \iHtlnff. 

IkfktT. Sfluyii \\\ "PcTsionaHty and Efftitiw Cotntnunicnition in the 
OrffantzatiDn.** Pcnonnel Admlniftratiofh XXVII ( july-Au(^ist. 

Aii^imlmie ta thf attthi>r\ n^arvK ptrrMinaUt>' factors '*&n make fitr. iir 
hatnp4T. c^citiiinunkatuin. Kr^ultant prohlciti!^ in aitnit.itnkatlan^ hn 

fmitthf iHmi'hitm and their hh^ «tf af^^htants and WMniutttee^ aw dlM.*n%M^. 

Bt^df r, jauH^ F. A/atr Yottr Bminc$9 Lrffcn? Friends. Nc^v 
York: Mc<;ra\v-HilK 195^. 

Primiple^ ivf hit^iim'?*^ ct^rrt^prmdence uith Ntrefk% cm onod hitman relatkfm 
hitllt thn^igh t\w vkTitUm ai»} dktafed teftrr. 

BerrLson, Bt»murd, and Janouitz* Morrifi, cds. Reader in PuhUc 
Opinion and Commfmicatitnu 2d t^. Nc»u' York; Fnt* Pn^ss, 1966. 

Dt^iffntHl pfitnariti- for tlH» ad^ancn^ student In the ^Ria) niemtr*. A wU 
hrtkm i4 ^t»adin^^ repit*^tathc» of tlw licM \%iirk in thi* fk'W. It nnw* tht^M> 
and prai*tk*e In the (*tttnnHtnk*}itl(Yn^ area and tht* inipati ttS piifilk* (iplnlon im 
pithtk' putk*). 

Brrmttia Thcwbn* M(c*nline* The Careful Writer: A Modem 
Guide to Enuli^i Vsame. Sv\y York; Athem^um Prcns, 1965. 

Atphahetkail%^ arranf^. the book deal< %kith the cnrreti tm» of wtrr^ and 
tdknn^. "Miint** reading far thwt* wh<» vahte urtHnir. \*ef>- readable and ^^itt^' 
by a Seu tork Timem t^ltor. 

. HeadlifWfs and Deadlines: A Manual for Copy Editors. 
Svw York: Columbia l^ni%'mit>' Pn*ss. 196 1, 

A sty W manual itmtaintmc |<ntmalhni irtfoniiatkm fin eop>' (*dltor^. 

, Miss ThistlelH>ttom's Hohftohlim. Sew York: Farrar, 

Stratis & Ciroux« 1971* 

The inrefttt \\Titer\ jntlA^ t't talMMM, Itttithears, and mttnio<kd ntUr% erf 
Eoffiish uatage. 
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. More luinfiuacc That St ais WaUhiw^, Manhassot. N.Y.: 
Chamu*! Prt'ss. 19(12. 

All iiid til writtTs and rditor%, t'lihiiiatftm fniiii tin* m-w^riKiiii cif the Sew 

, Watch Your iMtitiuatic (Jrtat Ntvk. N.Y.: Channel 
Vrvss, 1958. 

All rlitiTtaiiiinu hut pitliv oiiiiiiu'litary on KimliNh usa^v. K\aiiipli*^» of 
untiiijf. both u hkI aiitl bad. an- ciitfrrd from tlu' pa«t»^ of thi» Srw \'i>rk 
Ttffn\, with c-oiliiiMiitH. |''onTMiiii('i lo Xhr sn\tn^* \\sivi\ hoiiMKltatoly 

A\hf\V. 

liiTsoii. H. "(;om'spt>ndt»iKH' liuprovc infut." Best a Insuratice 
Sens. Oc'tolMT, lyfi^, pp. 67-7 

Blitkl<\ Maruan t I)., and Houp. Kt mu th \\\ Reports for Science 
ami Industnj. \t \y Vt)rk: Holt. Uint hart A? Winston, ic^>i. 

A Imhu tiAt for thr rt»port wntor. (!o\t*rH thf ii«»ld thoroughly fniiii tht* n*- 
M'jri li priKi'Ks thrniitth tht» final rfp*>rt. Miiin- t'\aiiiptr^ of tti'hntcal xsritin^lj 
art' iiiwu. In adciituMi tf» n*por1s, other t\p*'\ *»f writottf. siuh a^ h'ttcrs and 
^irtRtcH. arr diMit with. 

Bliiiii, Kl< anor. Basic Bcwks in the Mass Stettia, Chicago; UniMTsity 
of Illtnois Vrvss. 1972. 

All afin(»tatrd. M*!citfd lHK)kli>t cxncriuu nfrnrral conaiiitnttatidii^. IkkiK 
pitbli^hitiu, broadta^tiokt. lihn. inaua/inrH. nt»\\spa|HT^. adxrrtiMn^. indt u*^. 
.ifid pr«»f<*v^ioiial and scholarly ioiinniK. 

. Reference Books in the Mass Media. Trljana: l^nivtTsit) 
of Illinois Pros. t9f^2. 

V Ink ik list t'oiiipili d to pro\ idi' sount's ami startifiix p*>inls for n*st'arch in 
uu s amniMtntcatioiis for lK*uiniiiim stndnits and layiiit ii. 

Bol/.. H. W*. 'OcHiiniunicatinu the SiKnificaiur of Ti c hncdofjv Auto- 
mation^ July. 19C>7. pp, i>6-f>i. 

An aruniiK'nt for the* pr<*srntation of ttt hiiical and sc uMitiNc* infonnatton in 
UffKTatU uiidi'rst*KKl tfrnis. Thf author ar^it*s against fxtt-ssixf iisf tif tifh- 
nicid i.iruon that (tmct'aK fiiraiitnu. 

rSK librar> hotdious |M«kjin with tl«* DitriiilHT, 197a Ksiir. 

hnnh j W. W rite It Hiuht/' Fueloil 6 Oil Heat. Novt inlnT, 196a, 
p. (>!.•• 

|io%<^\ Coiirtland Techniques of Writinu for Business, Industnj 
and Government. San Dirtfo. ('alif.: PrcMdio Pn^^. 197a.** 

Boytl, \\\ l\ "Sontf Ps> cholostcal AsiH't ts of Business U'tter Writ- 
iuu,'*' Journal of Business C Communication. I (OcIoIht. I9f>3). 37-44- 



BIBUCXmAI'ilY OF Bl^Nl!^KH.H WRITISC; • WAL-Sit ^9 

Artlclf dettU uUh hiinmn iiiKttHfii?i in btiMtn**?* It»tter«. "You" ttttihtdr h» 
i^triN^HHi^ and ti|T^ tin M'tlifiK-^tnttcKit*^ an* itiwn. 

Brandt. Suo R. Hon To Improw Your Written EufilislL Watts First 
Book Si rit s. Svsv York: Fninkltn Watts, 1973- 

Brasiuv, Charli-s T., and Aln-d, CU'ras J. Practical Writinfi: Compo- 
sition for Business and the Technical World. KiK-klciRh, N.J.: 
Allyn and Bacon. 1973.** 

Brc^nnan, Liiwrt^nit^ David. Bminess Communication. Pattmon, N.J.: 
Uttlt'Hc ld. Adams & Co., i960. 

PnKjdi»i^ a iirnvftiifiit and uHnpn'hi^nxKf %lfw irf ItiKint'SH tiinitiiiinicatlcin 
with fntp<trtant di*taiU. dinvtiiiiiN, and fi>niiiila% iinderllm^d m> Chat twntiaU 
c*an Ik' vdsily i;;raspt*d and rLniif*nilK*n*d. 

Brirc% A. D. "Wrftcy Right." Public Relations JournaL XVI {Stptrm- 

Ix'r. 19B0), 15-16. 

VSF lihran hitldi!itf!)i In^Rin with 1971. 

Britt, S. H. "Writing of Readabh* Rcnscarth Reports." Starketiufi Re- 
mirclK VIII ( .May. 1971 ). 262-66. 

Brock, Luther A. "Business Letters That Aren t All Business." Super- 
visory Management, April 1971* pp. 7-10. 

Pi»lntf»r?< on h<m bi utite ffoadwilt Iftters, with several exampleji 0wn. 

•'Make Your Collection Letters Persuade, Not Plead!" 
Credit and Fimncial Management, March, 1968. p. 30. 

DlH*us!^iim i)f the miKt efFeetive fneans of writing cnllection letters, using 
cnmblnatiom erf setf-interestt. justice, and pride ( honor h as oppmed to fear 
( tiK} stnm^ ) or pity ( too weak h 

Bromage, Mary C. Cases in Written Communication II. Ann Arbor: 
University of Michigan Pn*ss, 1964. 

A collection irf caset*. including ftituations not covered in an earlier text. 

"Gamemanship in Written Communication." Manaf^e- 

ment Review, LSI (April, 1972), 10*15. 

Suggei^tiom^ mi how to expret^w opini<tas and have them easily accepted* 

. ^Lct Language Work For You." Supervisory Manage- 
ment, June, 1962, pp. 46-47. 

Emphasizes the need for quick and concise meaning being conveyed to the 
reader. Points disctissed include forethought, figures of speech^ pyramiding 
modifiers, and overloaded sentences. 

"Wording and the Management Audit Report.** Journal 

of Accountancy, CXSXlll (February, 1972 50-57. 
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A ftrt.MUtl tlliiMratHiti t4 tht* pnifHT pnH^Hltin' Un awfiiltlttttf it ftuirtttitt- 

"Ilir Si'iitiiKt* aiitl Its KitflU fur Sunival." Btinkin^. 
Jaititarx . uj^iS. pp. (hM>:v 

\ cItMtKMoti oi t\H' iNtil for rl.iftU III iMi^iiit'^^ iHtrr^ ami MAiTrt! tfrattl- 
MMtH .ll ♦iiid Mtif>u1ual rrniiA %vhuJi IntHlrr rl.iril> 

Writifiii for Hushivm, Mm ArlH>r; I'nht'rsity of 

Miihiuan Vrvss, 1^7.3, 

'\ <^»iiipl<*!i' tr\t itn Imi%iih*^^ i'lMiifiMitiuMtHtti^ l»aM*il oti inforiiiatiftfi iTiirtit'rt'il 
friMif .1 ^.irirU <rf lniMiM'«»MiM*n. 

Bnmii. C. V, "How Not To WriW a HuMiirsN U'tttT. " hulustnj Wveh 
Auuust, 1972. p. 49 ** 

Hnmii, j A 'Hw Hr iflcT-(a»ntt'n»cl Lrttrr " Office Extrutitr, May. 
li^ii. p 1^ 

rrir%ul< \ uiMtt<'(inr^ Cut oyiii{x?%ttm li'ttcr^ thai an* elt'afl\ uritti'ii and vastly 
fiiKlrr\tt»iw! LftttT^ ^hiMilil ri'rtfit .t <lt»t»iiti;itit iih\i it^ \n*m*tiU to thf 
f rat In 

"Write Li'ttt^rs That ifvt Aftitiit." Amcrimn Businv-^s, 
jaiiiiar>\ u^xi* pp. .jS^^t^.** 

Bnwii, lainrs. CaschtHtk for Ttrhnicat W riters, San Fraiicistii: 
\VacK%%orth Piihlishinvj. lyfn* 

llii^ iNKik <if vM*s ami aHHttftifttttit*^ %s xarwil iti Mibitni ttiattcT. Data «ft*trc*- 
tiiMi. (iruaiii/atiim, .itid |>rfM*ntatii>fi ;ir(* ^tn^M^I. 

, C.*f/vc'v in Htisifirss Commuuiea.'ion, Hc*lnumt. Calif. ; 
U'acKuorth Piihli^^hin^, 19H2. 

A {t>iii|)tt*t(> and M^lf-i-^iiitanHHl Miiint' for prattu*** m writtt»ii lMi%im'%% «hm- 
tfiftiiKMttoiK. IX'tatlitl. nMlintU' proltUiii^ in Ifn^itu'^s utth n*lat<*fl pnililitti* 
M^^iiikE a\^mnMu*iit%. 

Bnw II, U'tam!. **(:oll<x'tinu Data. Pn parine. and f*»hIj?ihmK u Cams" 
Amerintn Bminexs Writing A\s€H\atiim Bf$lletin, XXIX (Dtiriii- 
Ikt. I9fi4 ). 2^-31. 

TipH I Ml tin- pii*|>arattiin iif a ra^* ^tncK w iiU n'tfurd to th«' ^ti*t>*» t«i i^ittfctititf 
data. anaK^iH. .utd ptihtu .aiiMi i»f t!H' finiOittI ( jm* \ttid\, 

. dommunieatinn Facts ami Ideas in Busin ss. 2<I fit 
KimtrwiKHl CHHv \ j,: Prt'iitkn-llalL i97<>.** 

All »ip-ti»-dat(' trtMtnM'iit ii( IrtttT- itm\ rrfktrt-wntmi^ funu a lM*ha^i(»rat 
% ti'u|xittit. AImi cIimK Ht^t'ifuMlU with tin* rlN'toru* tit r\p(»\itioft uritinif. 
Sit ti(ni% rtivm urittiiif art* t-^pi^iialK |>i«rtiiH'iit. 

. Effective Business fir/Kirf Writing Sv\s Yurk. rn ntkx - 
HalK |«S5' 



Hi&tjcM;iuMiiY in i%vsis^:!is writim; • w^iiiii 7* 

Ut%«'tK!<i«^ thf itnpifilamv iind usv irf bu^fiM^^ rrp<irts and JU^ah with the 
pn-paraliftti and actual %%HtlM|iC nf the rcpttrt. Aitth(»r ftiu*s mhih' pHtH'ipk*% 
and prai-tkt*% for ^aHnii«« Imkh t4 n'fH\rt%, 

Brown, MauHi*t\ (Hfttififi Across- A Guide to Good $pi*akh\n and 
WVfMiifi, Mystic, Conn,: Lawrt^mv VVit>\ 1971. 

BuckU'% , Earlv A. Hon To Write Better Letters. Ktw York: Mt<;raw. 
Hill.' 1971, 

Appnmc'h \m>^*d on hnplrmcntattiin i«f tl^ sik\v% prtn^vwi attraci attt^ntion. 
anmsk' jntin^^t, iTvatf dvsin\ vimsitKv iitdfnncnt. and ntntivaU* actfnn. Prin- 
vipltrs. applltni to dinil mail ad\frtiKlna and sfliins. ait' Mfund tntt cxtam- 
ptt^. based nnuinony nn u 1957 puliHcation. are datvd and invlexant. 

'*Busin( ss Liitcr^ Don't Hixvv To He Drran ." Supervisory ManaRe- 
mrnf, AuptJit, 1967, pp. 34-:^. 

|>tH iKM*^ w viik and inr(fi*c'ti\ opi'ninK^ and clo^inK^ in IcttrfK and rt^tmi- 
ntf nd% ntort* (■fftilUe approacht*^. 

Butti*rfirld« William Hcnn*. Common Sense in Letter WritinR: Seven 
Steps to Better Remits htf Maii EnRleuw)d Clfffs, NJ.: Pn^ntlw- 
HttIK 1963. 

A Mnnc'u hat dated prenjentation of letter-uriting tcK'hniqttefi, the text cm- 
phosizih c^m^'titft^sfi, clarity, imci^'ne^K, cofirte?»y. i*onixtnti*tivem*f»«, eon- 
vmatlfin. and c-onf^lderatlon. 

Cady, Edwin Laird. Creative Communication. Xew York: Reinhold 
Publishing, 195*! 

A humomuK pcicket-i(h^ vohtme that points out many cauM*f« of poor C€m- 
munk^ation and offers common wnse mHhocU for avoiding theni. Crntaln^i 
many practical finggc>^tk>n» on how to work at die |ob of urlttng, 

Campbell, Paul \. Rhetoric-Ritual: A Study of the Communicative 
and Aesthetic Dimensions of La:^g^afie. New York: Dickenson 
Publishing/ 1972. 

A complex text on rhetoric utitten from a diotectica] viewpoint. 

Campbell William Giles. Form and Style in Thesis Writinfi. 3d ed. 
Boston: Houghton MifBin, 1969. 

A simple codification (4 the »t>'li»^tic and mechanicat pmhiemfi invtiK'ed in 
ptittinft a the%iii into final i^hape. 

Canavan, R Joseph. Effective Ef^gfish: A Guide for Writing. Bel- 
mont Calif.: Dickenson Publishing, 1970.** 

Carter^ Robert M. Communication in Organizaiion. Detroit: Call 
Research, 197a. 
On order hy USF library* Atiguftt^ 1973^ 



ERLC 



III! ICtl HWLCU HVMN^HS CttMMlAIC VltCt\ • ll:t 



C :haM\ Muart. Pouer of Wonts. Sv^s York: ManHmrt Bnuis 1954. 
\ <{it,t^i-)ifiaiii%tif' tiiMtiiH-iit iti tttt* tiiit>i*rlatKf' Iff iiiihHitiitiim* 

C!lii'rn. l'i>lHt On llumau CUnnPnuuirations: A Rviivw, A Sfirtri/, 
umt A (Vff/rivm. (lambrkluo, \U\ss,: MIT l^*ss, lyJifi. 

iiitriiilc'il AS xIh' iHtrmliMldn mtiitin' of a M*tti'% (mi lnuttaii iiHiitiMtttHMttfitiv 

|Ht t Ui •'Hlhiiriit iU'tA\\ to tti(lRatr h^w tJw |mHt»%^ hut N iwit mi 

itfl.ftlitt .1^ U* "loM IIm' «i\f'r;tisr n .Klt't. 

(!larkt'. Ktin rMMi "VViitr ll iJkr a Pn>." Xtadiinv Di'sicn. Aunusl 31. 

NiiUtft^'U tli.it ti<f litiM|iti^ hmhI Ii> thi' pniit'HHifMi.il v^ritn Im* ail<>|>t«*d tn 
iIh' «itutiii*t't ami ti'tliiik.tl writer an ;i iiiriiiiH «•{ tf«*ttintf ttu lic^t iHit|liit with 
tlh' lfM-»t f'\{ii'iulttMit' fit f'fttirt. 

('lasM'fi. If. c;t*<)r^(^ Hrttrr Hmiurss ijii'lish, ^t'^v Yt>rk: Amt» Fiih- 

U rtttrti tti a IntttMtnpttH irttt aiKi rtilutKt*d \%tth cartdiithi. KiitphaM^ K it|XMt 
MAi i.il aira^ itf |NH»r riittttiMiiiUMtMMi ain! hfw tti iitifinHi* tlH'iii. 

(!lok< . \Iar|ani . and Wallaic. HoIktI. 7Vir A/m/rrii Hiivinrw Iu*ttcr 
\Vritt'f\ Manual. (lanU'ii (!ity, \,V.: l^mhU'ciay, lyfx),** 

liKltiiir^ iorriHl aiKl iiHiirnHl \vttvr rvaiiiplt*^ to t<'ai'h thi* |>ri»p«'r Ha> tti 

ilo\i\ Arthur, and Htuc lcm . Karl W. A Sfanuat of Tlienix Writing for 
Gmtluatvs antf I ntivramtlmtvw \i*\y \wV\ fohn \Vilf>' Ar Smi>«. 

(ailniiaii. I), '{;n»<'k NuiiiIht (iamr: Kridv^* thi* llh*KihUity (iap." 
StavUinv Design. Kt lmiarx 15. lyHN, p. tSS. 

iiM^tMKli'Utaticiitm r(*viiltii>u frtMM tin* uu' itf Cfti'^'l^ v\ntlMiK ati<l iimiuIn*^ in 

Uh htlH.ll (tlM'IMIHMlt^ im'PUtlHl HI IfHtuhiltKi. 

C:oh\<n. C;,irtcT C, ami Kikw \mws II. Whots tliv (Vifir; T/ir 
Writers (iuuiv to Enutish Cimmtnar ami Kluiorir. EuftUwiUfd 
CliHs. N.j.: |*rt ntiu-llall. i»72.** 

(!onMiMtt(t* oil tiustiHA!^ CaMiiMiutmatioii. MtHhm Hminesff Conh 
munirutum. i\\mr\vs B. Smith, ink .\t v%' York; Pitniaii Huhllj^huiR, 

(;<N>|i<T. jtMa ph I), lion To Communk tite Policies ami Imirtuiiom. 
U'ashtnuttHi. I)X;.; Htm*iiu of National .'Affairs, ic|fi«>. 

(!o\4 r^ X\w Ux\%%\H\\H*s f»f pUfMHiiK. wiittntf. tlttMratiiif(« atKl piilitlshlrtK 
^%rttt<'ii Mt^rrtH'ttotiv f»f all kifidv Im^iidiftK ttitmial adtiiitiUtrathc* and itp* 
cratiriu itivtrtu tiMK nf fnrUtat ortfaiit/.iti<»ti^. 
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CorU tt. KduanI l^ The iMtIr EnuHsh llimtllnwk: Chok v mul Con- 
vmtUms. Svss Yi»rk: John W'llc'V j<« Sinxs. 1973 ** 

(;o>»K«>\i\ J. N. "Nt u York Uiv U Ut r Writing Pronrain Has Hacl 
LiiiiK Siit*t^?»s/' Thv \atUmal ( 'udvncriter. Di'i^-nilHT. lyfv), p. ft.** 

Cofitclto. j. 'What It Costs To U rite Thosf Bushu ss Litt*'n<." Sa- 
tiim's Hftsinvss, Kfhriiar>. 1973, p. 10. 

C:o\. Houii r L. Hon To Write A UtUr Ni w York: Sti rliim Pub- 
Jtstittm. li^iH. 

iUw iliiiU iiMiiilv with adaptiiticiii. \\v uImi piiinN imt tht* \41l1if at pnHitiw 
uHtiti^. ti> wit. Ciirt»fiil wcirc! chcikv. 

. "Optnions of Svltttt'd Bumiu-ss Manast-n» Alx)Ut Somo 
\s\M\'ts itt CoiiiMiutiication On tla- ftib." Journal of Business Com- 
munhativnA l (Kali. lyfiH). 3-12. 

\ tlii^^ III liiiHii«">»H tfiiiiiinnikatifmH at Sinilhfm lllimii^ l'ni\mity imdv a 
surxvy «rf tlio \iin«»t> and natiitv erf ifiiiiiutinivjtion pnihU'iii^ M-t*n thrciiitfb 
tfir <»f an-ii hii^iiu**»*«iMrii, at MArnil IvviAs irf iiiittiaKciiH^nt. 

(TOiK'h. W. (Jfornf. Suecessful Communication in Hciencc and In- 
tlustrtf. Sew York: Mc^Irau^iill. lyfii. 

A unlJf tn wrjtiim tlrarU, rradiiiu aiviirati K i%\n\ rapidl\. and ^[>i*akintf 
tu I'omnKV thi* iMnirr. ( S«f "Z«*tUT, B«dHTt L." > 

-Custoiiu r Mail'. How To KctT> Fririids/' AtlminMrativc Manaiie- 
mcnt. July. 1970, pp. 31-35. (Si*t» also. "Fi'tim'ssy. S. J.**) 

SimUi'^tH h<»w to maintain tf«Kid iii^toMu*r relatioti^ hy ^v^tcnnuiVrttl> an- 
*»wrnnK thfir IrttcT^. 

Danurst. William A. Clear Technical Reports. Sew York: Harciiurt 
Bracf jc)\ anovich* 1972. 

. Resipurceful Business Communication, Svw York: Har- 
unirt. Hrau» 6c World 19^! 

C^MitaiDH t*\an»pU'H and ikisv aiiaUM*^ iif pHwipU*^ frf hiiMm**^ wiiiinninka- 
ttctti^. K.niplM^i/i'x rt Mitiri^«fitln<*H% in findinn ami adaptintf inoan'^ to makt* 
tin* iiii'H^.tn** ti a U'tivt. or ri*p<irt. ait-<'ptatil(* to it^ n-adiT. 

l)'Apri\. Ko^irr M. Hon s That A^ain}* Si w York: Do\% jtmes Irwiti. 

Th«* UhiK i^ (li\id<*d into four Mt-tioini i*o%t*rina: (i) iind<T^tatidini« tlw 
oruatii/^ttif m atul coiniiinniiatini: int(*niatt>'. ( 2 > nitt'hant al a^pcii^ <if Mnn- 
inunicatiiHiH; and {3> and (4^ ^p<i*jfu* kind^ <rf c*<MnnMiriit'alion appmpriatr 
ttt difli'ft^it ^itiiatton%, 

. "Obf^taclf!^ to Pn)fcH»sional Pidilication." Machltw Desif^n^ 
jatuiar)' 5. 19(17, pp. i<ifv9. 
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This vmphasizv^ that, in addition tti a H'ell'wHttpn article, tht» «>• 

ffpenitiffn of tht- aiithor\ c^itiipuny and the* i^OMYperation of the jmimul cdHctr 
are W|iiired to pnidiitv a pnrfiHwSonal technical article. 

Dautcn« Paul M. "ManaRt'iiK'nt's C^ommunication Trusteeship.** /our- 
twl of Business Communkatiofh II (October, 25-38. 

The article p^r^vs thi* (|iu*Ntion, "What is meant by eflTeiiiw conimnnfcation 
by management?** After asking the qiieiitinn, the author attenipbi to define 
manai;ement\ understanding of "effecti^^e comniiinication.'* 

Davis, K'Mth. Xommunicatton Within Management.** Personnel, 
XXXI (Novembt% 1954), 212-18. 

A diM7iisKEon of communication as it affects itpper-le^'el niana|{ement 
Nfake!« tfu* case that managers mu*^t communicate effectively with each other 
before they can hope to communicate effectively with employees. 

. "Rc^adabilitx* Changes in Employee* Handbooks of Iden- 
tical Companies During a Fifteen-Vear Period.*' Journal of Business 
Communication, \l (Fall, 1968), 33-40. 

A i^impanMm of the readabilit>- change!^ in employee handbook!^ since 
Rudolf Fliiitch fir^t heightened interest in the subject in 1949. There has bi?en 
Minie imprcncnient but much is still left to l>e desired, 

Dawe, Jessamon. Writtuii Business and Economic Papers. Totowa* 
N.J.: Littlefield, Adams^ 1965* 

The organization of the research paper fmm the geim of an idea to ulti- 
mate presentation in good format. 

DeM.ire, George. CommunicatinR for Leadership, New York: Ronald 
Press, 1968, 

The text de^ribes modem developments in the field of communicatkin 
and shows the effectiveness ol these new methocbt. 

A Handbook of Model Reports to Clients. New York: 

Price, Waterhouse, 1964* 
Of particular interest to public accountants preparing client reports. 

DeMaris, R. E., ed. Readinfis In Scierwe and Technology: An Ap- 
proach to Technical Exposition, Columbus, O.: Charles E. Merrill 
Books* 1966. 

A collection of scientific a^id technical articles intended to be used as 
tiiodetK by scienti&? ami technical students concerned with making tech* 
* ^cal material understandable. Short introductions and study sections accom- 
pany each selection. 

Dentz, John C. "Pan Am Gives Air to Umieeded R^rts." AdmhUs- 
tratice Management, February, 1973, pp. io«i2« 

The article deals with cutting costs of reports by eliminating those whidi 
are needless. 
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I>i'Pf\v. IX "BnakinR thv Luncuagt' Itanit r/' Printers Ink, jaiiuan 
lijCMi. p. fxi. 

Thi* urtidf Hii^mHiN that if tnn* itiH^K to loitni ttvhiikal iartfiin. tht^n* jifv 
Mneral wa>% of doiiiu Tht* author ^tn-sH^ tht^M' iiii'tbtdH. 

DinluK Frank ). Business Communication. Honw^vwd, IWr. Richard 
D. Irwin. igftM/* 

Each i>iirt nf a Iftttr or repitrt is n its shun' <rf attentwiii mi that tht» 
ftttii] do^'ttftfftit i-aii W lip to stattdard in alt rt»spt%^s. Topically arrunfjed. 
l)iHiiinu'd for a oiu-M iiu^tiT it«tr**' at the MiphtHmm*. junior, or Mfii^ir U'svl, 

IVvvhtPit. H. D. "InfliH'iKv of Pi'rtrivi%l Infonnation-Sharing Nonns 
on Coniniunication Chaniu'l Utillziition." Academic Manoficment 
JoumaL XIV ( ScptfnibiT, 197O. 3<^-^5- 

A conipariMin of Intt'Tx^erMmiil c^Hiiinimication \*ith writtHi commtinication. 

DiiWtrin. Willian). How To Write a Sarrative Invcstiiiation Report. 
Sprini?fiild. III.: C. C. Thomas. 1964.** 

.\ lirtailcd s>t>o|ni«» for an tmesti gator s «sf in writinn a rrp^irt. a^ a ffiiidt* 
for lau enforifnu'nt «»Bkt'r*». 

Dinsclali*. \\\ A, "Sufi>{<^»stions for Eftcvtt\c' Communication in In- 
surance/* Sational Underwriter. Marth 24. 1967. pp. 38-40. 

-A Dinvt Appnnich to W ritins." Administrative Manafiement. Jan- 
uary, 1967. p. .35. 

CmitaittH Infonnation rfgardlntf htm to wrltt* lettm that catih the redpi- 
fnt^ vyv. htM his attention, and rctri^f fnunedtatt* action. 

Doroff. B. H. ••Bridsinj? the (:omniunication.s Gap." Stores. April 
1971. pp. 10-11. 
ySV lif>rar> catalogs issin*s tn'ginnsng with t\f7^* 

DoviT. C, J. Elective Communication in ComiHtny Publications. 
WashinRton. DC'.: Bureau of National Affairs, 11^9- 

.\ niannat for pnT«inn« hnstntNs pnMii*ations. the IkmiI deds mainly with 
a finn's internal piiblicattons-tlKiM- inte*nded to !«• r<%id In cniplint^. Thi» 
jcnideltm's pit*M*nttd apph*. htmt^cr. to many t>ptH «if pnh)icatlim hy foniial 
orffanizations. Includes r\antpt(*s. cast' hi^toHt^s. and snggt-stitms for e\al- 
itatinic pnhtications. PrvM'nttHl in a Mk\. hhsU st>lr that is rt^frtn^hlngty easy 
to read. 

Dowst. S. "Infonnal Com spondctRf Cets Rt^ults." Purchasing. Jan- 

«ar> 9, 1969. p 117.** 

. •'R<iK)rts to Management Tell Bu\ er s Stor) ^ Purchasinfi. 

l>ece!nlK»r u\ 1970. p. 53.** 
Durham. John, and Ziill. Paul Plain Style. Nc w York: Mc<;ra%%-Hill 

i9»7.** 
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Bast*d oil the a^KUfiipticm that ( i ) all >%Tlting dtrivt s fnnii a fw jiiiiiple 
pattf ms iif thought, ( 2 ) stiidentN can h'am then* patterns and apply theitt 
U} thnr own uritiuu, and (3) Irartimg the pattenm help^ ittiidentK toward 
ehniinutitiK .H'fitciKt' etTt>i>i, fii/7.> didioii, and iniprt^eisc* thonght* 

D>vr, Frt'derick C. **Mana|G;itij; Other People s Writing " Manaficment 
Rrvim\ LI (February, 1962), 44-52. 

Provides criteria for r(*%it*%% in^ the writing t\f ntlu^rN* (»i%eiii helpful hints so 
that re\iewing can aid the de\c*lopnifnt of a .sitliordinatc\ %%Titing ability. 
AImy 5iUggt^tK a U*\\' things the snlM>rdinate shonid vlwvU In^fore snhntitting 
\%'nttt*n itinnntmications* 

Eadti*. T, \\\ "Communications in Bitsint^ss." Public Utilities Fort- 
niiihtly, October 27, lyfio, pp. 609-18. 

Oral and w ritten mnnnnnicafions hy telephone company execitti\T)i are 
discussed in this article* 

Effective Army Writittfi, Sp<>cial Text i2-if)o. LIS. Army Adjutant 
Genc*ral School, July, 1964. 

Ehrlich, Eugene H., and Murphy, Daniel The Art of Technical Writ- 
infi, Nc»w York: Thomas Y. Crovvell, 1964. 

A hiindb(N>k dealing with it*porU and dociiioents that the ^^'ientist ha.s to 
nrite. The mtrnd part consists of ^K^dels of ^ adotifi ways to present scien- 
tific information. 

Elfenbein, Julian. Handbook of Business Form Letters and Forms. 
New York: Simon & Sc*huster, 1972. 

Emer>\ Da\id. **How To Soil Your En^ployec* Communications.'* 
Personnel, XXXII (September, 1955), 118-22. 

A well-written article oiFering sound advice on planning what you want 
to write before you write it. Presents a five->tep approach to make commun- 
icaticfn^i sell an idea hy making them more easily imderstcKxt^ 

Evans, Bergen, and Evans, Cornelia. A Dictionary of Contemporary 
American Usage. New York: Random House* 1957. 

Sugge^ng the dynamic natun? of language, the title speaks for itself. An 
alphahetkid lifting of word^ and idioms with their varying meanings. 

Fair« James R. ""Dictation and The EngineiT." Chemical Enfiineering^ 
June 3!0, 1969, pp. 114-17. 

The third in a four-article i^ries intended to help reduce time spent on 
technical and business writing. Heals with jipecial problems encountered by 
the engineer in using dictat^n for technical writing. 

Fennessy, S. J. Customer Mail: How To Ket^ Friends.** AdnUt^- 
trative Management* July, 1970, pp. 44*46. 

A seven-step program for satisfying cttstomer correspondence demamis, 
vital to every biisineiis. targe or small. 
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FcrlxT, Robt'rt, and W rdoom. P. |. Rcwarch Methods in Economics 
and Bumwss. Nrw York: Macmillan* 1962. 

{U-iintl to n*M'arxh nifth<H!o?<>ff> <n tHMiK«nio mid iiuirk(*tfnf(. AsMinte« 
l>avk(n^)tinit in statistics uik! ({Uitiitituti\(* iiMhcKls. 

Pic»ldon. John S. "Fur Better Busim*5is Writing " Harvard Business 
Reviexi\ \Lll ( Januan-Felmian. 1965), 164-72. 

StigKi*sts NMiRt's i>f hflp attd iiU^as for inipnHiiiwnt?* in tbt* fteinmbi of 
HiKit*ssrnl tMtsint^s writing. 

-What Do You Mean I Can t Write?" Harvard Business 

Revicu\\Ul (May-jum\ 1964), i44-5<>' 

W rittt'U for nianug<*rs. this article deals with "wntten-pfrfomiance imen- 
t<rr>**: thought, pfrsiiasi\fness, appn)priater^<$, readability, and cfirrectneNN. 

Finkiv W. W. "TtK'hnicians Can Dijjsolve the Semantic Curtain." 
Iron Ane, July 1966. p. 45.* * 

This artkti's dt*fint*iii the technival^seniantic curtain ass a shroud %%'hich 
«i^rates siientishi and twhnfciam from th^ outside ^-orld. The author rec- 
cmnKMids that attf*mpt» be made by technical people to communicate to the 
ta>ttian in terms which !m» can tindrrstand. 

Flesch, Rudolf F. The Art of Plain Talk. New York: Harper & Bros., 

1946 

Basi'd on Dr. Flesh's di?«sertatinn n*M'arch, the book opti* for direct and con- 
cise \iKabnIttr>' and s\'nta^[ as a step toward understandable communication. 

The Art of Readable Writina. New York: Harper & Bros., 

A itmtinuation <if theme* suggested in The Art of Plain Taik, with more 
in-depth treatnH»nt. 

Hon To Test Readability. Neu' York: Harper & Bros., 

.\ step trmard using 'VHentific/* as opposed to subjective, criteria in 
judging understandal>ilit>\ 

"Why Bu.s'inessnn^n Can't Write,'' Advertising Afie, June 

20, 1966, p. 102. 

Kxp<?s#*s pntbicmis irf "gobbledygook" in business writing, as one of the 
spin-i>ffs «rf UKKlcm ci\ihzati<m. 

Foley, Louis. **Sornc» A.vpects of Communication." Journal of Business 
Communication, I (NfaK»h, 1964)* 25-42. 

Th<« author tuipili^s a mt*d ff>r workmanship in writing business letters to 
lietter emphasi/e the purpose of tl«' letter. 

Fogart>\ Daniel John. Roots for a Sew Rhetoric Svxv Yorkt Colum* 
t>ui Uni\*ersity Press for Tcmher s ColU^Kc* Bureau of Publicatloas, 

^959* 
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An itHaI>^i!s irf thrrt* tht^irit^ iif rlwtork- in tfniis «rf factors that infliumfd 
thnr de\dopnit*iff, fc>IU»vt»d hy thfir's>iith**^i?* into a ^iigKt'^ttHi philiiMiphy 
for a piv>fntHlu> rht*toi1c. 

ForrcHit, D, R. "Sugg(*stioiis ff»r Ut'vi4A%inn Tithnical Papers/* Pr<>- 
ci'cdinfis of the American Society of Civil Knizincers, \Cl\ ( No- 
wiiiIkt, 1968), 539-41. 

Sn^Kf!stion?» for per>ionH inttrtHitt'd in siihiiiittinis twhiiival papt-r^ for pub- 
lication in thv Journal of the Wateneays ami Uarlmrs di^ inion of Xhe Anier- 
ican Mitit»t> of Ci% il Kntfiiiwr*. 

Fo%vliT, H. W. A Dictionanj of Modern Enfilisb Vsaiie. 26 c*d. ivvist'd 
by Sir blnu'st (lowc^rx. \c»w Vork: Oxford rni%'cn«it>- Ftcss. 1965, 

A standard and long-ri'^pc^c'ti'd refc*rt'nc*t> fiir proper Enffti^h ^pt'liinji and 
nsa^e. Cavt^at: rvfltit^ ispt'liin^^s and idioms characteristically British. 

Fraile)', Lfster Eugene. Handbook of Business Letters, Rr%'. c*d. 
Enj;li^\v'K>d Cliffs. N.J.: Pn ntar-HalK 1965. 

A pruvtical treatment nsing a direet and simple approach to cin-er e%'er>' 
niufor t>pe of business correspondence. 

Frani. Eufjene and Koch, Robert G, "^Vsv This Checklist To 
Write lk»tter Biismes5» Letters." American Business. April, i960, 

pp. 11-12.** 

"Variations on a Memo Theme." Advanced Management. 

March, i960, pp. n-12. 

Humorous observations on the ad%'antages and pitfalls of inenir/randa. 

Callapher, \\\ J. "Twhnkal Style: A Defensi^ of Kno\vk»dge." Ma- 
chifw Desifin, March 17, 1966, pp. 142-43. 

A satirical slap at the u ritinK abiiit>' of technical people. The article Mtf{« 
tfests that to<i many words get into print with only a trickle of ittformation 
leaking out. The author implies that this is done intenticmally to protect thi' 
knowledge of the individual who had to %%*ork so hard to ac(|uirt* it. (This 
article, in condensed fonn, a)si> appears in the May, 1966, issue of MoMce^ 
mvnt Rerietv under the* title. 'Technical Writing; In Defease of Obscurity," 
pp. ^ 

Ck^issler H. E. "Fight Paper Pollution, Stamp Out Reports " Uidus- 
trial Week. Maah, 1970, pp. 3B-40. 

This article points out hem* much wasted time and paper goes into many 
m'edtess reptrts. The article also suggests hmv to trake necessary reports 
more concise. 

Celfand, L. I. "Communicate Through Supt^rvisors.** Harvard Busi- 
ness Ret^ietv, XVXIII (November-December, 1970), 101-4. 

The Pitlsbury Company diiicm ered that its system of communications wa^ 
ntit \er>* effective. This article dc^ribes the common-sense procedures insti* 
galed to remedy the <iitttation. 
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Cc*iHTaI Si*r>'kHni Adtntntj^tnitton. Reconh Ma9tane9ne9%t HandlHMfk: 
Forfn Letters, Washiufitoii, D.C.; l\S. Gowniincnt Printinc^ Offici% 
1954- ( Fftlfral Stcxk So, TCiio-iyS-fiy^ig) 

A hjtitcUHNik nhk^ urinit*^ tluit i-ar(*fii!l>' iivFttptmti fonii Ifttc^r^ uit* itiorr 
ffftH'thi' and txiinotiiicul titiiit th>M» fui!Ntil> dictatt*d, Pn»H*iit% simple ciwt- 
lH*m'fit aiLiU-^iU cTitt*ria Ut j^hou uhtMi fonti k*ttc*rs should Ih* itsvd for miitini* 
and nviiriiit^ sititatiniK and tells tin* rc*adcT how to altoitt <a>tting tip a 
fonii It'ttiT systom. 

. Records Manauef9wnt UamUfook: Guide Letters, Wash- 
iiiRton, D,C.: U.S. CioM'niimiit Printing Offici% 1955. (Fi^lcral 
StcK'k \o. 7610-63.3-9607) 

The c*<)ttltx)^ttt(lrl aiid iist* nf utiidr lt*ttc*iN; a c*oiti|>anian to the Form Letters 
HandlHHiL l>t*aU w ith panif^aph Mihstitiitldtis to handle vaHat{on!( In rectir- 
rinic sitiiatton«t. l>ate% m»t%vithi«tandms hoth «ctnn*e9i mntain timely sitiiges- 
Wmw and pnKvdure<» for whleh t'ootpiiter prof^ranis might be \%*ritten. 

Cliejrt'lman. Robert D. "Applying Survey MetluKis to Employee Com- 
munication." Jounml of Business Communication, VI (Fall, 1968), 
13-^3 

[XHniiii^ies the ti^ of siiney methods to gather infomiation before demising 
pn aranis to Itnpnive uMiimimiiation within the firm, 

Certen, Richard 'The Changing VV^orld of the Teacher." Journal 
of Business Communication, I (October, 1963), 3-13. 

The role of the business teacher is changing because d the increasing em- 
phash on quality in HTltten bu<ilnesj» eommunicatiom. 

"Getting the Message Across Without Static " Business Week, April 
^3* ^955, pp, 54-59. 

A dLscutifiton of the ad\'antageA and disadvantages of two methods of In^ 
temal cnmmunicatfon, direct from the executive to the employee, and through 
tl^ chain of caninmnd« Prmldes examptett where each is appropriate. 

Gibb, Jack R* Xommunication and PixKluctivity.'' Personnel Admin- 
istration, XXVII (January-February, 19G4), 8*13, 45. 

A behavioral ^(cientist presents an incisive analysis of managerial oom- 
munication. The merits of persuasion versus pn^lem*solving technlqws are 
discussed in relation to organization effectiveness. 

Gladwin, E. '*Write Fewer Words and Save More Money*" Office. 

October, P- 94'** 
Glessner, William C. **Effective Communication^ Office Executive^ 

May, 1958, p. 25. 
TweQty*one tips for making written commttnlcatioti more effective. How" 

ever, offers no e«|>tanat{OD for the material presented. 

Golden, L. L. L Xompany Pen Pals."" Saturday Review, June, xg^ 
pp. 58-60, 
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|i«inii'% for thfir i»iHpl«>*t»\. 

c;ni%rti, Han>ld K., uml HoHiiuiii. Lyuv S. Ji. «r;>orf \rr/f/«j:. 4th ikI 
EiiRlrw^KHlClUfv rrt»ntkv4lall. i9f>5. 

A fiiU-tn'iitiiM*fit nf TffHirt-whtinj;. fri»«n dataHiilktlMHi to niainiH*npt 
prt'paratiiiii. AImi imlticii*^ a Mxtloti i>n inwlwtilf^. Ri»jm»M«titati\r <n-pnN 
ffimi mm* ihitn twimU'hw cufiitlvc^ mtd iinKfr%lty pnift*HMir^. 

c;uniitnK. Holn^rt. Svu iluuivH to More Efiectiw Writing in Bminem 
md Industrtj. liiiston: Ituhistrtal Kdutatum Institute. 19^4.** 

C^iiiininu oHcr^ \\w ttfhim-al wnXw ln^lp in aimly^itm tlw uniimnnifatiuii 
prohU'in mi that can wnW mon* cH«vtl%fly in ii^intf ihv n^nxtvt^ ni kmml- 
<t!ut» hi* aln*ad\ ha^. CItrar i'\prt*^sK»n fltnvs Cnnii rlrar thiiikititf and uiKfeT- 
^t.iiMifiiu. 

(aith. Hans P. Words and Ideas. 3d id. liflinont, Calif.: Wadsworth 
Publishing* lyfkf 

A h«itidtNNkk for 4»ffet»ti\t» w nttni^. w ith ntn^^ on MHin*t»s, infliiemvs of atti- 
tndf^. and mt'd for thoitffht a^ fat-titn lt*adifi« to tfrnKl e\pc>^itlon. 

HacnuT. Kenneth \\\ Writitm, for the Readier. New York: BustiH^ss 
KfMaah Di\ision of AT&T. 19^5. 

A ^htirt and ctinciM* pnMk*at!on dt*aim$( with orffaniTUttinnul ttifnnnniifatiim 
and its jntpai-f on th«' puhh*'. 

Hall Lan nwv Sarftent. Hon Thinkinfi is Written: An Analytic Ap- 
proaeh to Writinfi. Bcwiton: C. Heath, lyf);}. 

A *tndy idF langnatft* a^ a fnmlon rathfr than as a t*<«i%entkm. The <Nn;{atf 
irina factor^ <if lanffnaffi\ Mtt*h av )$ninnnar aiKl <i>iitaY, ntanlpniation. and in- 
htTitit im*anjni{^ <if word^ are imeit'd. 

HiiniburRer. Kdward. A Business Pictionartj. Enjslewotxl CMs. XJ.; 
Pn^nticHalK 1967. 

A hrit-f ll^tlnst <rf tenn^ and their definitlim^. as used In hn^iim^!* and 
eiHinonik*^. 

.... . . . . A Business Vacahulartf. Nt*\v York: P fit H Salci^, igi66/* 

VvT\ \jntitar In A Bmh^rw Divtitmarxf. 

HanifUon. L. "Technical W ntinff and the Engtnwr." Proceedings 
of the histitute of Electrical Enfiinecrs. CXII (Februan% 1967 )♦ 
310. 

Ad\cx-ate^ hnpnnenK»nt <if tit-hnk^al \^Tttini: abilltit*?^ and siandardjt <rf tin* 
enffint-er* through edncation and ntcoiirai{iiitt»nt. The anth<?r rrenmniend^ 
that \*riting tiMirst*^ }h* IntrtKim'ed Into the edncatkinal eniOneerlniJ cnrrict$' 
htm early and that inore eneoura|»*nient be Ri\en to enitiiief»n» to de%elnp 
u ritinff \kilK. 
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Hdm^« Williani V. Communication otul Orfsanizctional Befiavior. 
3d ed^ HoiiH»uwd, III ; Richard D» Irwin, 1973. 

Kiiiiitar tii pn*\ iiww t^litimtj^ A thi* i*%Vi*ptUm trf <*%|mnA*d tn^ahmmt erf 

Sivrv rnipha«»{K on applicatkm tif (MHutfit^i and tei*hn{qiu^ fcir prmrnting, or 
iiim*ctisig« iiti*«c(iiiiniunk*athtn. 

Hanford. Robt»rt B. The Tvn Biggi^jt Mifitukc's Utter Writers Make: 
No. I— Sounding the Wrong Toiled Sales Mamficnwnt April 17, 
1964^ pp. 34-36. 

Thf aittlmr points out fm>ri made In bu5»lnt»iw Iftti'ix. Mtvh m th^ bniwiiie* 
iiff« fm^iitiml phraM^>lin^» and being hny faniitian Kniph{^ize?« that tht* \wst 
torn* of any %aU*% rii«\iitivf\ iHttT <i^lunild \n* fritmdly. 

. . No. 2-Failing To Organize* Your Thoughts " Sales 

Mamfsement. May 1, 1964, pp. 47-50, 

S»ys that to have a ut*II-iiTganized letter, one niitfit kmm' preci5ieiy what ht* 
wantv to atxtnitpli'th and urite the Itftler mi Hiat ft arcompiffilm this. Lists 
general hint;^ to aid %%Titing. 

**♦ . . No, 3-FailinR to Understand the Other Man.'' 

Sales Manafiement, May 15, 1964, pp, 71-74. 

£tnpha.<itze9t knowing the reader* SiiggefitN !«everal ways to make the letter 
more interesting to the reader 

. ♦ . . No. 4— Neglecting Your Image.'' Sales Manafsement, 

June $, 1964, pp. 61-65- 

Dfeicum^ the imaffe that the uTiter treatef^ for tl^ reader. Mentiom sev* 
eral w^y% that utiteni can impnnv their images. The mcrbank^ d Hie letter 
are stressed. 

^. " . . No. 5-Failing To Capture Attention Early " Sales 

Manaf^ent, June 19, 1964, pp* 39-44, 

Suggest* hrn*. to capture the reader's attentfon. Some of the pohits that are 
tmered are imotving the reaAr perM>nally« telting a story, shocking him» and 
making him use one or more of his Bw senses* 

. . * No* 6-Creative Candidates for the Wastebasket*" 

Saks Manafsement^ July 3* 1964, pp. 45*48. 

Discusses metiMxis of a\oiding tl^ wa^Mxasket. Interest, tone, helievahil- 
ity, openings, and tetter quality are stressed 

, . . No. 7-SelIing Too Hard." Sates Management* July 

Suggests methods of lessening the ^hanhiesii** ctf the sell. Three different 
ways are discussed; ( 1 ) validate your daim. (a) hiu;k ymu* daim with cash* 
and (3) let your prodtK^t do the seBing. 

. . . No. S-Bad Manors.'* Sales Managenwnt, August 

7* »96f PP* 4»-46* 
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Di^«msc^ bftd manopni in )elter*wHHtig, telfc what effKts they can have^ 
and 9tuffge!(t!« how lo a\tiid thesie pitfalls. 

- . ^ . . No. 9-Npgk-cHnR Diiwt Mail Basics.*" Sales Man- 

aftpment, August 24, 1964, pp. 43-48. 

Dealfi ^^th tar^\tJutm- mailiniTi. Ccmments cm mechanicft which can 
?ia\f the fimi a considerable amtntnt of money. 

. . Na io-Usinf5 the Wrong Direct Mail Format'' 

Sales Management, September 4, 1964, pp. ^^-Sf 

Further diM.niNsion nn largi>-\-olunte tnailing!^. in relatfon to tl^ puipn$(e of 
the mailing and the natuiv of the mei«Mige, the characterii^ei the reader^ 
«ihip, and the an)<Hint vS money 3\'ail^le. 

Harrington* L. **Better Purchasing Letters and How To Write Them.** 
Purchasinfi, August 25, 1966, pp. 86^/ • 

Harris* Robert Tm and Jarrett, James L* Languagp and Informal 
LofSic. New York; Longmans, Green & Co,, 1^6, 

Retimnwnded for the reader who c^res a more detailed treatment of 
htiman commun^tton, thin hook deak witfi die rabfect from many anf^. 
lll«t9»tratcHi how H^^rdn can fail to carry intencbd meaningly ai¥l offers many 
uorthwhile HUfgestiom for improving oral and %vTitten communications. 

Hausen Travis L,, and Gray, Lee Learner. Writing the Research a$ui 
Term Paper. New York: Dell Publishing, i^.*^ 

This houic is a step-by-step guide to better n^rt-writing, mainly in 
academia. 

Hay, Robert D., and Lesikar, Raymond V. Business RefMi WrMtng. 
Homewood, III: Richard D. Irwin, 1957. 

A basic te%t in business report uTittog, indttding problem^Hlng. Wdl* 
ilhi!>tra^ with exampleiu Contaiiui a section on grammar and pwictuidmi. 

Written Communication for Business Writing, New 

York; Holt, Rinehart h Winston, 196$. 

Deals uith three areas: bt^lnn^ corref^Kmdence, report writing, and ern^ 
ptoyer-emptoyee cmnmunicatimM* 

Hayakawa, S. L, et al. L4ingua(te and Thought in Action, ad ed* New 
York; Harcourt, Brace & Worid, 1964. 

Deals with the functifms of language ai^ language as related to though* 

proce^iesf. 

Hayes, joseph R., and Laird, Dugan. ""Letters That Get Resuhs.** 
Personnel loumal, XLIII (July-August, 1964)* 380^1, //• 

Re\iew8 four ways to improve letters: come to the pfAolt wMiont dday« 
maintain the integrity of the paragraph, use indentkms and Ibtings, and be 
ccm\eniational as possible. 



Hendrm)!!, Cn^ta L. Business EnRlisIt Essentials. Ntnv York: Mc- 
Graw-Hill, igBs^* 

fUHw wHtinfK, and t*fFefti\r uiird itmf^\ 

Hvsn. Howard C, and Brior, \Vam*n J. Writinii for Seu spapers and 
News Services, \fw York: Funk & \Vapialli«, igtk). 

Thi' atithiir^. whik* aiming at thitse who aspiw to cant^nt in i<Htmallvni, 
ha\r \vrittt»n a dinti, cHMiipn'htwi^f prDgrani H-hk'h make a lii»ttiT ^rittT 
irf anyi>nt«. The innik im^ltick*^ M*t'ttitn% «n him- to phm<^ lead*! and ttx*hnlca! 
variations in writinff and totting for iHnvii|>apm, as m»H m general writing 
Ht>'le, n«adalnlit>, and d<*H'rpti\e ^tyle. 

Hiinii1r(*et, William and Baty, Wayne M. Btisiw^ Cammunka' 
tions. 3d ihI. Bc'hnont, Calif,: WadwtJrth Publishing, J969-*^ 

UTiik* n'taintng the **hefoTe and after** appmach to letter analy9si<(« intm- 
dtietf>r>' ^i4x*tf<m% im wnmntnii*atton tl^>r>\ a eh«pti»r <m ofjlleition letteriK^ 
and an infiimial st>Ie, the authnrvt haxe added a ne\%' chapter on oral con^ 
mnnicatiim, ^>'ntheKized the itmtent and •seitimifi on letter-writing, re-located 
a fiectifin on re^innieK and letters of application, nmtTd mechanicai <^taik of 
letter-layiNtt ti> the appendU, and added a ne^* correction key In the ap- 
pendix* 

. _ , Porton Leonard Jm and Maxwell Gerald W, Business 

English in Communications, Englcnvood Cliffs. NJ.: Prrnticc*- 
Hall. i97i>/» 

An exten%t\'e Mtttdv rrf the English i«kiIU needed for %arioifi« types erf office 
occiipationji, tlw* kind% of ern>r» nimt frpf|itently made by oitiee u-oiiers, the 
BNpecbi of Engiifih included in fnH-entram*e tvsU and gmwnment te?tts, and 
trends in Englifih ti5^gf* and tetter writing, 

Hodgson. Richard S* Direct Mail and Mail Order Handlwok. Chi- 
cago: Dartnell, 19B5, . 

The iw-trpe of the fe^t \s bnjad. ctnering media txip> , btniine^s tetters and 
report>. and direct mail. 

Holder, W- Technician to Twhnlcal Writer." Radio-Ekctrof^, 
February, 1967, pp. 49-51. 

De^iCTibe^i how one techniiian worked hifi way into the technical writing 
fieW. The autlK^r encoarafi^ c^her* to folktw this lead and pnivkIeK Hps for 
thme cnmidering 9iuch a mov'e* 

Hotstj, Olc R. Content Analysis for the Social Sciences and Human- 
ities, Reading, Mass.: Addiwn* Wesley, 1969. 

An intniduction and guide lo ctmtent analy5»ij» m an approat^h to docu<- 
mentary refiearch. Deal* with the content erf comnmnkationM a^ evidence of 
human affinity and beha>^, 

HolUster, W. and Hurysz. T. G. "Missing Link in Communica- 
tions*** Personnel Journal^ L (June, 1971 466*72. 
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Hook, Lucyle, and Gavw, Mary Vii|{mla- Tlw Research Paper. 3d 
t«d EnRiewood Cliffs. N.j.: Prtntice-Hall 

l>eals %%ith data ctillt^^m, i^aiiixittiim, and pn^paralifm of the rfwatvli 
paper tiumttHiipt. 

Houp, Kcnm^th W., and PearsalK Thomas E. Reporting^ Technical 
Information. Hvwrly Hills, Calif.: The GU»ikw fxvss, 1968, 

Contaiini infomiatkm about l^m- to ^-rite en«lrwering and $dentific propo- 
and rfixiits. 

, and Blicklc, Man;an*t D. Reports for Science and In- 

dmtry. 2nd t-d. Svw York: Holt, Rim*hart & Wiaston, 1961. 

A fidl treatfittiit irf all the tna^ir requiremeniii, divWom, and fonm of 
report uTiling. 

Hovland« Carl I.; Janix, Irv ing U; and Kdley, Harold H. Communi- 
cation ami Persuasion: Ps^holofiical Studies of Opinion Chanfie, 
Nt^' Haun: Yale Universit>- Press, 1^3* 

In a !«eme, a progrew* report im the prehminar>' pha^ses erf a kmg-trrm 
reseanh program to Imv^ftigaN* principles invoKtd in penmaKive com- 
nnmk^ation. 

"How Thry Check Your )ch Application." Chanfiinf: Times, April 
ig&i, pp. 7. »7- 

Ba^sed on jftudieji by the Am'^rtcan Manaf^mirnt AsMidation, ilw article 
telisi Iwm pTosipectiw emploj-er* dte*ck completed |ob appticatfos^ Also 
d^$cts»i?t» rt»p kinds of qmi^t^ fme miidn expect during an inlervtews 

-How Every Salesman Can Send Selling Letters.** Industrial Market- 
in/?. August 196s PP- 106-7. 

DiM^uiijiefi the f^ucceKsfuI use of a series of fsbi lettent used by one company 
to cover the mmt common business situations. 

"How Not To Write a Business Letter " Administrative Management, 
May. 1065, p, sfr 

Contains Information about bow the use of vague words and setttences 
with unc^ar meanings cause tettor writers to waste time and money. 

-How To Construct Simplified Letters." Administrative Manafse- 
ment, November* 1963* pp, 54-55. 

Ilhtstration ami deftcriptkm of die simplified letter which the Natiimat 
Office Kfanagement Assodaticm has been i^vocating. Shows how to save 
thne and sugKmts aids fw tfpod tetter cm^rnt ( Note: this fetter formi^ is 
now Nientified as AMA style. Its most characteiistk? features are die eUm- 
biatkm ci die salutatiim wd conqillmentary close, a flush-kft arrangemeiit 
which eliminates tab settings, and a contemporary appmacji whidi is up-to* 
date without sM^riScing consMeration fc^ die reader. NOMA dwi^ied its 
name to Admiu^itrative Manai^nent Associatfam during the mid-t^xties.) 
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Hpw Tq WfUe Effecthe Reports, Reading, Mdss.: Addison- Wedey 
Publi^ing, 1963, 

A text pn^irmnmecl by Fn!ml Elertrtc Cnrixmitimu deaUn^ with all w- 
p«*« of repoit'^HTMng* Con be t»«l for group or imhtiefidmt »tndy. 

"How To Write a Job Reference,'' Changinfi Times, July, 1964, p. 16. 
Tip* on eompoKHiR meanhiftful letters of rmrnimernktion, taking Into ac- 
cvmnt pNychningieitl aspect!* in the redpfa^V attitttdt*. 

Hulbert, J., and Cq>on, N. ""Interpersoi^ Communication in Maricet- 
ing; an Oveniew.'* MaHieting Research, IX (Febnwy, 197a), 

Hiimicker« F, R. '^How To Appirach Communications Difficulties*'' 
Personnel Journal, U (September, 1974 )♦ 680-83. 

"In Praise of MenK^." SutUm's Business, November, 1966, p. 7a 

Ccmttiim infcinnatimi abottt the effective use of memos and their import 
tance toward minimizing time \gme%. 

Ireland Otto M. Tailor Your Letter to the Reader " Supervisory 
Mamgemenl/ April 1961, pp, 39*33. 

C^he* two ejiaiiipkffk frf poor letter writing «mi ?Ao\** ho%% ttie^e lettm 
should haw been wTitten. CuUine^ pninti which 4iould lie fotkm^ when 
writing a letter mi that the reader wilt understmtd the me^oiage dearly* 

Iitnscher, WUliam F. Ways of Writing. New York: McGraw-Hill, 

A nontcdmta J text dealing with the nature of conipodtlon^ om^ot, rtyk; 
and mechanics. 

Ironman, Ralph. Writing 0w ExeaMoe Rejwt. New York: Funk & 

Wagnalk 1966.^^ 
Thfei book coven the gnunmar^ cl^si0catioik« and r^dabtbty of lepoita* 

Ivens, Michael The Pract^ of Industrial Communicattons. London: 
Business PuUications, Limited, igOts* 

A broad view of oisnjnunk;al&nw, indtidiiig ftnjcttne^ hadegnmod, and 
vtytr. The empha^ b 00 visual and written conmwinkattott and ooveii 
aipects in human relatimis trade imfcrns, intematioaal tnrie, and the fiw 
enlEf|Niife syilem. 

Janis, Irving L., and Fediback, Seymour. ''Effects o§ Few^Aim^ing 

Communicatimis*'^ Journal of Abnormal arui Social P^^whgy^ 

XLVIII (i^KtS^ 

A ippuit on an eipeilin cni that was omducted at Yak Uulvciiity to detei^ 
uune iiuna wueivsiK nneiii iiicp %m rear iiyei i in a icmciam umiim m i n' Piw H i 
on dental hygiene^ ^Nvscnted to high school stttdanta* 

Janis, Jack Haidd The BuHneu Reteof^ Paper. New Yoric: HdbU, 
Dcntnaiv if/Sj. 

\ 
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A ttuinttal erf ^dftdarck, HK*litciing Nliliofp^hk* M»timH< fiir rvporii, therm. 

And disM*rhiti(ms. 

. Writhiu iimt Communivatinfi in Bunine^. Nt*w York: 

^n'tttiff ti» iHinmiunkMfr, and tlw briRtiaffe erf bti^jm^^^. A\sn im*tiidtpd i% 11 
MxtHHi iiii thi' iirtfiitii^ittifin am! \%Htlntf irf hn^jiif^i^ n'pdirt^. 

. . "HuKitH^^ Writing; In Di'fcnjfc of thr Cliche.'* Manofne- 
pfwnt Rvvk'u\ (HloIxT* 1965, |>p. 25*28. 
ili\v% infoniMluHi im tht* %jiltti* erf thf (rfti*n-tiMHl clk*ht* and i*xpiaim in 

. , Bi$si$wss Communication Reader, New York: Harper & 

Row Publishers, icjsS. 

A i*an*fiitl> «»lt*ii«H! iiithtiitm irf rt*adinf^ im iitaHw a^pectx irf thi? ImkIiww 
%%i)rld. Kit»|>ha%iH \s im tl^ art of communfcaHnir idtw within the huftine^i^ 
wmifittmlt> . Sfiggt>?(ted UTiWnR tueirimH are Invtitdcsi In each s«»iii«n. 

Jaqtiifih. Miehiiel P. Perwnal Rmime Preparation. New York: John 
Wili^' & Som, 1968. 

(>m» irf tht* mcwit Important wriffn^ Jn f>ne\ hu^jlne^wj rarm" I?* his personal 
n*<»iinHv By way <rf nitnMnni» llliivtmHom, tbp author f*iipfaim eivrythlng 
friini wntrinR tettm to rrKtinie rtnljtlom. 

"Job Resume: Write It Right." Chan0n(i Times, September, 1^64^ 
p. 18. 

This brief artick* gi\-Mi a eond?* ovmieu^ erf «nt^ fob reMUW dos and 
Aunts. It alMi 0\vs a complrte oittllne for ^^^fUng a job rmime correctly. 

Johmoa H(erbert) Webster Note To Vse the Btisiness Ubrury. 
4th ed. Ciminnati: South-WestoTfn Publishing. 1972, 

A fciikfc for tralnfOfK in the iwe irf ttw* biNln«^K Irtirarv. The mtmow of tfie 
bocA is to familiarize thr ^.tndtrnt \^ith stntn'rs and thiHr applk'aton* An ex- 
tmitt»ly iiMfful handbook for ^tu€b*nti» ami b«»im^Mnea 

Johmon, Thonm?? P. Anaiytical Wrirtng; A Handlwok for Business 
and Technkal W .iters. New Yoric: Harper & Row, ig6Q* 

Advamnis the thiwy that infomiaH%f technical and hiijdnm wrtttnff in 
based on **analytk'al presentation irf detalK and logical Sow of ideas'* and 
rejects the idt^a that the key to MiceeMrfni technical ivriting in rfwrt ymd^ 
9«entefia^. and paragrapf^. Deak with iniwtising attd writing teclmical 
articles and fepmt«. 

. "Organize the Report for Fast Writing, Easy Reading.** 

Chemical Engineering, Juw 19169, pp. 104-10. 

Thi!i is om erf a four^artkle serieft intended to be^ reduce the tote ^lent 
on technkni and Inif^im^ writing. The artk^le ffugjief^ a report <itrwtnre in 
the form irf a p>Taoikt whk*h pre^entii material the reader wants to know fif«t 
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Johnstom Frank M. '•Writing Letters to Busy Pcqple.** Supewiwrv 
Mamf^iMnt^ January, igfiS» pp. 14-15. 

jolHSe, H. R. **Senimitics and Its Implications for Teachers of Busi- 
ness Communicatioa'* Jmmml of Bmimss CommunkmtUm^ I 
(April 1^64), i-iS* 

Examples of bow mictfavo» to oertain warda can vary from Ih^tnier to 
Usteoer. A Oudy of fa^iimble imd uitfavorabte wordk h dbtomsed. 

Jones, Alexander E., and Faulkner, Cbude W. WrHinfi Good Prose: 
A Structural Approach to WrttinR Parag^phs and Themes. New 
York: Charles Scribner $ Sons, 

A tett design^ to train iitiKMits in writing effective, well-organittd com^ . 
P0!»{tkmK and to acquaint them ^itti the structure of eximsitnry pmse. A very 
lechnicaJ Ireatn^t of the subject 

Jones^ D. M. "Ptesenting Papers for Measure and Fkofit" Datonm- 
tUm, November, 1968, p* S4. 

Provides recommendaticms to individuals who may want to present papers 
at technical ctrnferencps. Repomnwndations Inclnde a setectfmi of mnfemices 
and methods of presentation* 

Jordan, S. E. Xereal Companies Get Letters That Go Snap, Crackle 
and P^ " Public Relotiom Journal, XXVIII (May, 197a), ig-ai/* 

Kap^ Reginald O. Prexniaikm of Tecfcrrfco/ Infommtkm. New 
York: MacmiHan, 1957. 

Kaysing, W. C* "Engineers and the Technical Writer" Chemkol 
Engh^rtf^, July 18, 19166, pp. 18a, 84, 8& 

Suggests that industry use spcciateed te chnica l wrMfeis to hmdle material 
for engineers who have neidier tl^ ddUs nc^ the time to prepare polished 
technical reports and speeches. 

Keekm, C. t ''A Most Prosaic Use of Time-Shaiii^'' Datamation^ 
February, 1970, p* 137. 

Time-sharing in writing short m anage me n t reports can save time and 
money, 

"^What It Costs To Communicate.** Office, December, 

1961, pp. 7»-73'** 

Factors involved wiQ not vary; figures wtfL Dartndt Corporation (Qiicago) 
m a intains very current figures m the cost of < w rg sp o nd enee> In her syndt* 
catod column, Syhia Porter deals with these factors and ^{ures at feast once 
s year. 

*^eep Your Business Letters Interesting.** Supervisory Managetnent^ 
February, 1971, j^. 97-^ 
I uuucTs cm wiiuun ueaiei, mosv esecuvCf ano mieiesiinH mmoBB fenerv* 
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Kflthley, En%in M., and Thompson, MarRiUft H. English for Mod- 
em Sfi^inm. ivv. i-d. Honu'wood, 111,; Richard D. Irwin, 1972, 

Thr »Hk\ ii this It^t i% tti ffK*ti^ 5itiidt»nt?»* attii.ifoti im thr KCtttcwt* and 
hii%v tt may U* %t>ed (•frivti%i*I> in u riling and 5«|it*akinii. 

, and SchniiHT, Philip |. A Sfanml of Style for the Prep- 
aration of Papers and Reports. CintinnaH; .South-Wfstem Pub- 
lishing. 1971. 

A styy iTianual lmM*d «tn the pretnf?Jt»« that wrftfng %s ti> neading asi 
ing is til Hvti'ning. that nui'hanftK vm Ik* ?j)^teni»itiml. and that fcmn and 
cimtent an* iimiwnibU*. Cxmtaim j«»wral nwdelji. 

Kelly. Pilvon \\\ "Memos That Get Across: Sonu* Pointers on a Ne- 
gkxtt^ Art.** Management Revieii\ December, 1958, pp. 10-17. 

JMMiie pnatical hints in imprming uTitten conimunft^atKm, particnlarly 
tmnim. MakiHi a gnod t^aM* for hn^it>' am! offers method** to achk^-e H. Mm 
tiMK-hf^ on the subject erf darify. organization, tnne, and i»Kt»nti>T?i to better 
ctwnnHmk"atl<m*i. 

. -Do You Write Memos They Want To Read?" Super- 
visory Manaiiement, October, 1962, pp. 8-12, 

Bn-\ it> Is the niain ifwuH' <rf thii^i article, with amtiKing and piwocatfve 
tlbt^tratiom and ^itgge%tion>i for its achievement. 

KendiR, W. L,. and Johnson, T. D. "Dewloping Systematic Report- 
ing Strueturi^s." Management Advisor, January, 1972, pp. 20-26. 

Kem*rson« Daxid Rm ed Busifwss and Economic Information Re- 
sources of the University of South FhHda Library^ An An$iatated 
Bihliofiraphy. Tampa. Fla.: College of Business Administration, 

1968. 

The title \s M*lf-explanator>*. A very useful sotirce for sttt^ts in bminess 
adminifitratiim and economics n^ifihing ti> l)eei«ne familiar with standard 
references in the university hbrar>-. 

Ken^ktnf, Frank, and Wiirfrey. Robley. Report Preparation. 2d ed. 
Amt^, Iowa: Iowa State CoIU^ge Press, ij^i/* 

Kera Janc»t. "When You Write A Letter of Condolence^ Readers 
Difiest. SUrvK i960, pp. 33-34* 

Tip?< on how to urite an appntpriate lettcT <rf txmdolence without becrmiing 
niattdiin. 

Keyi^, L(angley) C(arlton)- "PrdHlts in Prose*,"* llarmrd Business 
Retieu\ XXXIX (January-February. 19B1), 105-12. 

Error*, and h<m- to make them, in advertising and odier aspects of eom- 
munlcatimi. 

King. F. L. "Use* the Right Writing Instrument " Office, StT>tember» 
1970, p, 88.** 
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Kirkpatrick, T. W., and BriTSc. M. H. Better Enaliih for Technical 
Writers, or Call a Spade a Spatle. New York: Macmillan, ig6i.»» 

A twt full »if t^iplw turf haw t«> pniflt fnm% them. It Is Inlwidi^ to point 
tnit thtf niiMv MMii«H»n luid Rn>v*r vmm Umnd \n writlnR. It is tnainb ad- 
dftfMNf^ to argricMltiiri!** Inrt ha«* chaptvrx on otbt-r ficWs (oops!). 

Kish, jost-ph. -Unmvt*ssaiy Psipt-ruork " Data Systems Sens, Octo- 
biT. 1970. pp. 50. 54. 

Pnntents In detail, tin" njaiWRer'st role in controUioR nnneoesjiary EDF 
r^irtinR. 

- Ve Improved Convspondcnw and Reduced Its Cost" 

Office, Noveinber, igSa. pp. 101-2. 
Kitchin, J. E. X<*tting Results from Business Letters.** Electronics 

WafW. July. i960, p. 115.** 
KlapptT, JoM-ph T. The Effects of Mass Communication. Glencoe. 

lU.: The Frw Press, i960. 
Klein, Liiwn'ntf R. "Writing Problems in the Social Sciences.** 

Journal of Businext Communication (Issue and date, n-a.). 

A reprint (if a paper deU%xTed at the Annual Meeting of the American 

IVrMinnel and C.nidanee AsMK-iatkm. San Framistii. Califi»mia, March 23. 

i9fi4. when Mr. Klein was Editor-in-Ch^ of the McwifWy LoAor Rerieu. 

Koch, Byron J. "Producing Computer Letters from Name and Ad- 
divss Files." Computers and Automation, July, i97»« PP- >^*7- 

Empha.«izeK t>T>{c«I pn*lenw and enws that ocenr in proRrsmminff ctwo- 
pnter letter*, with jiliwjestion* «n Iww ti> present tlwtie erroni. 

Koch, Felton J. The DIDO Technique for Effective Communica- 
tion." Advanced Management, October, 1956, pp. i9-a»- 

Df>im)ro«trate« a method of impiwing written and oral ctmimtinlcations 
that the author fvfens to nts the DIDO (define, index, date, and orient) 
technique. I'h^ wnind, easily umlerstood example*. 

Koral, R. L. "How To Write for Technical Magazines." Air Condi- 
tionind, Heatinfi. and VentilaHnR, May, 1969, pp. 89^1* * 

A reprint of a presentation to the American Society of PInmbhiR Engi- 
neer*. SeptemlKT 13, »9«8. The presentation encoiirage!* members to publish 
artiile* for technical foiimalii and piw lde<< some "need-to-know" informatton. 
It empnaKizeu that published article* are a means <rf teaching, 

"How To Write Technical Articles for Publication." Air 

CondMoninfi, Heatinfi and Ventihtinfi, August, 1969, pp. i03-4-** 
A more expanded »'erslon «rf the artidc publL<ilK-d in tl» May. 1969 

Korman, Abraham K. "A Cause of Communications Failure.** Per- 
sonnel Admittistration, Win (May-June, ig^Jo). 17-21. 
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A stmly erf how everyday oommuiiicatioii conDepts can have difierrait 
meanings at different mmagenmit kvek, 

Knift, D. A, "^Sometimes a Form Letter is Not the Right Answer."" 
Office, April, 1970, p. 34 and ff.*^ 

Krepek Rick. The Power of a PbstcanL" The Reporter of Direct 
MaU Advertising. January, 19^, pp. 30-31. (Title of publication 
subsequently changed to: Direct Marketing Magazine.) 

Telb how a i^nall, speciolted fihc^ stitdfo became weU-known ami 
prosqicnnis thnnigh the iiKe irf the picture postcard— at a C09(t of $3x10 
monthly* 

Krey» habelle, and Metzler, Bemadette V. Effective Writing for 
Business. New York: Hairotirt Brace Jovanovich, 197a- 

A eonq;>lete intnxiittrtkm to business o w resp oi rfCToe, bcltnles general 
principles erf good writing as well 9» techniques erf specific types of business 
corrrspoitJence. 

Krcnvnan, Ruth. ^UndUpkmiatic ConespMKferce.*' The AtknUc 
Monthly, May, igSa, pp. 105-6. 

A humorous artk;te cm a pen*t>al type of rdatkmship and tiie tnraUe it 
can lead to if the wrong words are with people who do not fully un^r- 
^tand our language. 

Kuhl. Art. Xlear Writing Needs Clear Thinking " Superotsofy Man- 
agenwnt^ October, 1967, pp. 10-14. 

Gives suggestkms for better business writing using the humorous toudi. 
Suggests use of logic and planning in cmstmcting letters, 

Lahiff, James M. Xlear Up Communication Statia'' Superoisofy 
h .nagement, October, 1970, pp. 

Artk!le deals with varlom drawl»cks in the cenmnunication process. Talks 
of the effective use of Ae memorandum^ but in ihe appropr iate circumstances. 
Other means may be more likely to obtain desired results. 

Lamb, Marion M., ami Hu^^ Eugene H. Busing Letters, Mem- 
orandums, and Beports: A Basic Text in Busine^ Commmicatkms. 
New York: Haiper & Row, 1967* 

An exeeik^ guide to correct letter writing, with a great deal of infmv 
matkm on reports. 

Lambuth, David, et oL The Golden Bod!: on Writing, ad ed New 
York: Viking Press, 1964. 

This se w wd edit i on contains a d^ptst em bustoeis wrttfog hf Watler 
CMeara and a humorous introductiim by Budd Sdiutberg, A itiie bocA to 
be used for report witting. 

Larsen, Lenna A.» and KoeHele, Apolkmia M. Reference Mmtiot for 
Empioyees. 4^1 ed Cincinnati: South-Western Pufdidibig, 
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IntendtHi prinwrily for tf^ >*wrtary or typist, biit a f^id nefmtwe work 
for ati>tme who dae?i tmtch Intsiinm writing. The tnahfrial in well-dnBn9pd 
for tt^ady rrff iv iKt- to sspecifk- pn4>lcni5( in the mechanics of writing, 

Lawtoti^ EjithtT C, "Everyonf Wants To Bt- Shakt^pt^an*.** Personnel 
AdminUftrution^ XXIV ( January-Fc'bruary, ig6i), 31.32- 

Contmenbi on the faults of lettvr revjevf rs. Usts thv main faults and con- 
v\n6v> hy asking rt^ieuvn* to clwck thiw thinjts when editinit a letter or 
memorandnm. 

-The Other Sidr of the Coin: Or, Ev^^ybody Sure Does 

Want To Be* Shaktnjpeare." Personnel Administration, XXV (Jan- 
uary-February, iy6ii), 43. 

In defease erf rrpli^ fe> pre^iou?* article. Shows faults erf subordinates in 
letter-%%Titing. 

Lesikar. Raymond V. Business Communication: Theory and Appli- 
cation, rvw ed. HomewcKxl, III: Richard D. Irwin, 1972. 

Stuiimarize^ appropriate areas of communication theory and then relates 
thef>ry to applications in busiiwss. The first six chapters, on the neuro- 
physiotogical pnKtss of communication, are escellent. 

Report Writing for Business. 4th ed. Homewood lU.: 

Rkhaxd D. Irwin, 197a, 

Emphastxt^s the itrRaniasation and writing of r^rts. Also stresses research 
ntethndfilogy whicfi precedes report preparation. 

Ixnin, J- "What It Costs To Communicate." Office, April, 1970, pp. 

Lewis, Ronello B. Accounting Repofis for Management. Englewood 

CHffs, N.J.: Prentict^Hall, 1957- 

Deals primarily with accounting reports Jwt contains much that can he 
^^ied to other types of reports. Offers many techniques for fanproving 
reports, especially from the standpoint of making them easy to read. Many 
examples and illustrations are lncluck»d. 

Lipmaa M. "How To Sharpen Your Business Writing: Letters,*' 
Business Manap/ement. August, 1961, pp* 34-35-** 

Louviere, Vemoa "Keeping in Touch Ehiring a Walkout'' Nation's 
Business* Si^ptember, 1970, p. 18. 

Article deals with the i<^a that written communication with one s em- 
ployees during a strike is of vital importance to help make negotiations move 
much more smoothly. 

Lull, Paul E.; Funk, Frank E.; and Pierson, Darrrf T. "What Com- 
munications Mean to the Corporate President** Advanced Man- 
agement, March, 1955, pp. 17*20. 

Presents the results irf a stuwy ol the presidents <rf the nation s 100 largest 
corporations regarding their attitudes on communlcatimM. The answers to 
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quf^kms in sttdi 9» methods, result!), Imining, and ^ reUtkimh^ erf 
Gommtinicdtknts aWBty to managerial ability were tsilmlated, 

Dill, Robert A. "Repwting Result: Get to your Boss Bekue He Gets 
to \onr Supervisory Management. March, 1973, pp. 9-14. 
Prueeduresi and controk for writing reports witlmtt distorting tfaem. 

Lunch, Robert "Don*t Make All of Them Write." Machine DeHgn, 
October la, 1967, pp, 173-75. 

The author advocates the use of teduiicid writix^ specialists to prepare 
priished techidcal articles, report, ami papers. He suggests Asd it k not 
only more economical in that hi^ily paid engineers can be putting their 
time to better use, but that some engineer* and scientists can never bactmie 
writers no matter how much training Aey recHw* 

Mandel, Siegfried, and Caldwell, David L. Proposal and Ifuiuky 
Writing. New York: MacmUIan, igSst,** 

Analysis cf the strwture, content, and langimge of proposals; descriptions 
erf tf« procedures and terhniques for writing. 

. ed Writing in Industry. Vol L Brooklyn: Polytechnic 

Press of the Polytechnic Institute of Brooklyn, 19^** 

Seven papert; on various aspects of writing in business and science. Se- 
lected from the Praceediti^ of the Conference on Writing and PuMhatkm 
in tndusirp^ spomoned by tiie Pblytechnic Institute oi Brooklyn. ProUems 
of writing in science and industry are discussed, with an admowkdgi^tt^ 

the need fcM* good writing, 

Matthies, L. H. "Let People Show in Your Writing.^* Ofjice, May, 
ig6o, pp. 11-13.** 

•my Johnny Don't Write Good."* Office, September, 

1970, p. 70 and ff«** 

May, MarL ''Better ^isii^ Letters? Here's How,** Superciwry 
Management, November, ig^ pp. 

Suggest io ns for better letter %vrittng aid **chedis" to use for procrfreading 
a letter before it is sent 

May, Robert C, ''How To Improve Your Sales Cwiespondenee.'' /n^ 
dtsstrid M^^setktg. October, 19^ pp. 86-ga 

Dteusses ill detail^ witfi eaamirtes from actual correspowfence, bow to 
write a sates response letter. 

Maydew, | ^Breaking die Cmununicating Banier*** Indu^ty Week, 

April 24, 197a, pp* so-sa*** 
Mayer, J. R ''How Letter Analysis Can Improve Correspcmdeiice*'' 

Offhe, July, 19^ pp. dg-T*.** 

Mayo^ Lucy Graves. Commumcations HmuWook for S^K^retoriea. 
New York: McCraw-MUI, 19S& 
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Designed to the secret in toqmyving her cntnmunicatkm ASk, Uifci 
fc» a technical mantial mi meciuinte of correspondence. Ccmt^ivt some 
Amy of cmnmunicatioi^ and has an excdient giiide to Rramnaar and 
ptinctitation. 

-Max-imiring Your LetU»r WriHng " Sales Manafiement June 15, 

1969. PP- 5^-54- 
DiscttKses development of a fy^m to cut cost?* fn letter writing. 

McCauley, E., Jr. "Memo on Memos: Write Less, Say More." 
Supetvisoty Mamaemevt, May, 19^3, pp. 8-9, 

Vrivs a bad example and corrects it. CKvji sexwd hints to make mem- 
oranda iiK>re effective. 

McDonald, G. "Making Sense Out of Numbers." IntermHQnal Man^ 
Q^ment, August, 1970, pp. iS-ai.** 

McLaughlin, T<»d J.; Blum, Lawnnce P.; and Robinson, David M. 
Communkutiotu Coliunbus. O.: Charles E. Merrill Books, 1964- 

Offeni the rradt*r the opportimity to see management communfcatfon as a 
whole, imo]>ing pctiple, practiceji, and principiet. At Ae 5«me time, the 
reader xhnnld expect to acquire understanding and profietaicy in specific 
form^* of communication. 

Menger, M.K. "^Unique Insurance Firm Demonstrates Effective Cor- 
respondence System." American Business, February, i960, pp. 

Menning, J(ack) H(arwood), and Wilkinson, C, W. Camrnuni- 
eating Throuph Letters and Reports. 5th ed. Homewood, IIL: 

Richard D. Irwin, 197a ** 

Deigned to improw the readers written business ccmimunication, Ae 
teit Is based on three central ciwepts: in^biictimt in principle, ittustratkm, 
and application. Text begins with the fundamental criteria appn^?riate to 
all business communicatfon.* appearance, language ami style, feme, and 
psychology. 

Meredith, Patrick. Instruments of Cotmnunicatian; An Essay on 
Scientific Wrtting. Oxftwd and New York: Pergamon Press, igBR 

This lengthy essay is the result of tlw author s concern that tfiere Is a pn*- 
lem ol communkation within the scientific commtmity. In this essay, die 
author attempts to deal widi this problem of what he refers to as **inlerdi8- 
cipJinary communication within science.** 

Meyers, Manny. "Diatribe of a Technical Editor " Chemical £ng<- 
neertng, October 7, ig68, pp. 184, 186. 

A bummmifi descripticm of technical writers from the viewpmt of die 
technical editor who is charged with the responsibility of making the writers 
material pubtisl^e. 
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Miles, Aftna. Technical Speller and Definition Fitider. ist ed Indi- 
anapolis: Howard W. Sams. 1965. 

This htH'k \hin an ai|^tiHica) index of words most freqiK>ntty tm>d by 
tcida> \ h<chnkttl writer*. Thf tiiKik is dtwiKitt^ to awdrt the tcchniviil writer 
(n Npflting and capitalixati<in: rrffreni<«( art" niadf tii other iwwnws for 
definition*. 

Miller. Ht'Ien M, Thf ABC's of Crood Ti«chnical Writing." Saper- 
visortf Mamfiement, August. 1965, pp. 14-17. 

Thf ABT'm an* the first k»tt<*r?* erf tht* words, *'jKvurat'V,** *'brpvity,** and 

Minte, Harold K. "Busim^ss Writing Styles for tho 70s " Business 
Horizons, August 1972, pp. 83^7. 

Beffim with the Imiv elententR for cflFecti%'e hmines^H ccmunaiiication and 
dtnebpst each in turn. Ctmd writing jityle h emy to recogntee, but fUfficuIt 
tn achte^T. Howe^w, devetoimient erf jKond ^tyte is posisihh and the audior 
^Aums how. 

Mitchell, loha A First Cmrse in Technical Writing. London: Chap- 
man & Hall, 1967.** 

A general survey text for die beginning technical writer. TTw auAor 
toiRhe9( on data eotUrtlon, basic writing and illw^tfon primrliites, pnp- 
aratnn <rf tedmkral r^mrts, and misceHaneom formu of written technical 
communicajkm. 

^ HandlpQok of Technicat Communication. Belnumt, 

Calif: Wadsworth Publishing, i^^^ 

Thh l« a handbocA deaths with all types (rf technical report writii^ its 
functkms aid structures. 

™ Writing for Professional and Technhal Journals. New 

York: John WUey & Sons, 1968/^ 

A f^ood source for die novice, or die prcrfesslonalt who is con^eiing wrtt** 
ing an artkle for a technical Mmal. The hock covens die full range of 
writing from i^anning die article dmnt^ the presentatkm seqwnce and 
standard sections erf the foumal artide. In additfcm, tfte author has indudbd 
a cfdtecttai of fe{»«sentative ^fyle gukles of varimts jounwls, afan^ with 
selected fmroaJ articks as mod^ 

Moore, Michael D. XcMnmunication Between Manufacturing and 
Systems Croups.'' /otnW of Systems Management, XXI (CXrtober, 
1970), 22-24. 

Fmders die idea dM in^nuving system wtthin a coriKmUira «m be 
difficuh because of pw amummications between die systems gimp and 
the tmr departments. It abo f^eseirts the fact dud the n^nufacturinff de- 
paftmei^ can be the real tiouble spot tn Ae caninanicatifnis prooesi* 

Monis, Jackson E. Principles of Sctenttfic and Technical Writing. 
New York: McGraw-Hill, ig6& 
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A text oriented toward developing skiDed writtoig styfe rather than baling 
wltfi specific ^>4e» and ftmitBts which differ gready in actual t^. h% add!-* 
tkui to experience, it gives Aw reader an overview of die types of technical 
exiting rpquirrimnts om> can expect tn encomiter in indui^. 

Morrb* Steele. ^'Planning ami Creating Superior Pmpmals,'* Mmt- 
ugement Review, November, 1964, pp. 37-44. 

Pdnts out die ^ vital factoni whidi determine d^ make^tqi of die pro- 
posal and emphasizes die need for thorough, clear content and good or- 
ganization. 

Mowrer, O. Hobart. "Truth in Communication.** Journal of Business 
Communication, II (Ck^tobeft 1964), iS-24. 

This article deak with the misrepresentaticm tlmt ^ induded in mwh of 
the bi^inesis communication today, inducting company piiblicatiom and 
bu!iines» letters, 

Mullen G. "State Mutual Life Had Novel Course for Letter Writ- 
ers.** The Nationat Underwri^, December 17, 1960, p. 

Murray, M. W. ''Written Communication, a Substitute fm Good 
Diabg.** American AssocioHon of Petroleum Geologists BuUetin^ 
LII {No\Tmber, 1968) 2092-97. 

The aodior smggests diat d^ tedmical article he thought <rf as a substitute 
for conversation, as an end to achieving technical writing which is forceful 
and direct. He also recomntemis that selectkm of words should be based on 
common seme ai^ good Judgment. 

Neidlinger, Earl W« Xommunications-Si, Grapevines-No.** Ogke 
Executive, November, 19B1, pp. 32-33- 

This artide telb why it is importent to have good cmnmunicaticms net- 
wod» in industrial cmnmurUties, and why it is unhealdiy to let ccmipany in- 
formation drculate by the gnq;>evine and gossip. 

Neidt, Charles O., and fears, Eugei^* **Im;rearing En^Ioyee Uirfer- 
standing of Company Pdlides ami Operating PhilcKophy^*' Per- 
sonnel Journal, XLII (June, igl^), 276-80. 

This is a noteworthy artMe whidi describes how many directors are faced 
widi the pTcSjknm at communfeal^ oompmy pcdfefes mi operating pidkiso- 
phy tn erni^oyees. How best to <fe this depen ds on the particular sttuaticm 
bivdved 

Neism, j(c»eph) Raleigk Writing the Technical Report. 3d ed. 
New York: McGraw-Hill 1952* 

Nirenberg, Je»ie S. Xommunicating for Greater Pn^t** Persomid 
Journal, lAl (February, 1973), ii6*fla 

How profits can be increased by systematizing oommunteitifm to addeve 
mind^in^raction that gets mm good ideas bnptmented, diminishes wrong 
or wasteful acttom, steps up productivity^ lowers turnover, and increases 
sales. 
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Organization for Economic Co-operation and Development Con- 
ference on Communication of Scientific and Technical Knowledge 
to Industry. Stoekhdm: OrRanizaticm for Ecomimic Co-operation 
and Dt^velopnu'nt 1963. 

A xrfKvrt of a titt^ng held in (Woher, 1963; i.e., proccedinpf. 

Palen, Jennie M. Report Writing for Accountants, Engle%vood Cliffs, 
N.J.: Pn*ntice-Hall, 1955. 

An aid to the accountant In thv prcparatimi of financial statement?! and an- 
nua! reports. Prm1de« »tep-bv-iiit€t> lnj*trMcfifm« for tiie prrparation of Ae 
niore comimm financial reportK (\*e,^ audi^)* Inclnde^ .section on writing 
techniiittes that deals w\\ %vith pertinent conjitderationji. 

Paradis, Adrian A. The Research Handl>wk. New York: Funk & 
Wagnalls, 1966* 

An excellent guide to reference M^un^ in libniries* itse of micnrfUmed 
ne^'?»paprp»» location of ^itatiNtical ii^ormation fn tables and chart!«, and so 
forti). 

Parker. William Rile>% The MM Style Sheet. New York: Modem 
Language Association^ 1968. 

The 5itanddfd jstyle forniat guide for rejjearch lepers in literature, omiem 
language, and the humanitie^i. 

Parkhurst, Charles Chandler Business CommunicatUm for Better 
Human Relations. £nglewood Cliffs, NJ,: Prentice-Hall 1961. 

A tii^t inten%'eav{ng of communk*dtion ami human retatiom in bwrit^ss 
wrfting* 

P^rsialK Thomas E Audience Analysis ^ Techf^al Writing. Bev- 
erly Hills, Calif.: Glencoe Press, 19G9. 

Deab with different teveb of aud^nce^i in technical field, sttt^h as lay- 
meiu executives, experts, technicians and cqiieratofK. At each level, Ar author 
suggests effective approm^l^. Ccmtains samirfe« cS writing from gu v etument 
and indtBtry. 

Pearson, J. W. '^Writing Is a Technical, not Literary, Assignment** 
Machine Design^ Felmiary ^ 1967, p. 109. 

Suggests that en^diasi9 in technical writing is m^fUaced. Rattier than pre- 
occupation with syntax and word choice, the emphasis should be on simfde, 
bgical organization (d matetial. 

Perimutter, Jermie H. A PractiaU Guide to EffectHx Writing. New 
York: Ramiom Hmise, 196$. 

Chapters devoted to planning, preparatfoo, and revisim ctf aO forms of 
written cmnmunicatim. 

P^rrin, Fbrter Gale, and Smith, Geofge H* The Pertin^mith Hand- 
book of Correct Engjli^. Chicago: Scott» Foresman, 19(12. 

A revised Mi^ scfaod grannnar bocA, h^i^ul mi a guide to wwd usage^ 
punctuatkm, syntax, agreement, and so forth* 
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Writers Guide ami Index to En^/i^* 3d cd., rv\\ Chi- 
cago: Seott Foix'simia 1959- 

Rcwuirt* tpxt on Englhh Prngif?»e« fmm a tv^lei** rif \mie sten- 

tentt* Jitnaiiin* to i*(»midvrati(m of nni^an'h, orRanixatfofn and uTiting of 
papers 

Pinkerton, Jaim^s E., and Hay, Robert D. "Proftrammfd ImtnicHon 
in Business Comntunication Coum»»." Journal of Busittess Com- 
munication, I (March, 1964), 19-2^3. 

Articlf ottdir^ nwitxids to be used wlwn imtiiporatiiig prngraniiiw^ In- 
!(tnictkYn Into bt»iiiK*HH ctinirtiunicah<m9i cmtrM^. 

Popp€% H(tTbort). •'How Easy Is It for You To Write?" Chemical 
Enfiineerinfi, May 24^ 1969, p. 130. 

Article laiggc^ imtluidH that compatties can U9fP to encottrage engimm 
and pnifc*?(j^nal people to writi' articlejt. The article fiiit!^ !iogga»tM steps 
to he taken to keep from dittcouraging technical ^Titing. 

"Six Guidelines for Fast, Functional Writing " Chemical 

Engineerinfi, June 30, 1^9, iiS-2Z. 

The fourth In a fmtr^artide Jtegment intended to help reduce time spent 
on technical and biijHnesi« writing* Thift articte Ascribes !mggeKtkms for 
expediting the MTiting of a technical or htt^inewf article. 

Pbrte, Michael "Ntvded Research in Business Writing."* Jourml of 
Business Communkation, I (October, 1963), 2^-28. 

Outlines the history of btetii^ communications and tlK- research Aat has 
been done on the sul^ect in the pa^t and up to the pubticati<m dale dP diis 
artkrfe. 

Ptertley, M. G. "Do You Always Say (Write) Exactly What You 
Meanr Office, June, 1960, p. i4,** 

""Pmducing an Effective Busine^ Letter Manual^ AdministraHve 
Mamfiement, November, 19^ p. 56. 

Discusses ways to conqrile a useful letter manual ami suggests what It 
should contain. 

''Ptadudng Technical Manuals at t,6oo Words A Minute " Industrial 
Marling, August, 1966, pp. 63-^ 

Describes IBM s esperknce In die wte of the Model 360 computer to set 
type and to manipulate text for offset imtructkm manual prodtKitiim. Ehh 
frfiasizes duit the mediod is practical ai^ extremely fast but radier oosdy. 

Ratfabone^ Robert R.» and Stone, James E A Wrtte/s Guide for 
Eng^rs and Scientists. Englewood Cliffs, NJ.: Prentice-HalU 
1962. 

An analysis of the ma^ pndibnia technical people face when writii^ re* 
ports. The authors offer specimen repmts to show bow these problems can be 
soJved 
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Communkutif^ Technicai Information. Reading, Mass.: 

Addison^Wesky Publishing, 1966. 

A gttkfe fc^ enginem ami wientiuls In ^Titliig mem effcclivrl)'. 

Raudsipp, E. -How To Work with tht- Fourth Estates" Machine 
l^sign, Dwember 7, 1967. pp. 145-47. 

DpaU ullh the preM*nt^m f4 technical infnmmtimi to the pmn 
must pttsiH th^ infom^Hnn along to tl^ ntan in tlw vtrwt, 

Raymond, Thomas C. Prot^ms in Business AdmifUstration: Analysis 
Ify the Case Method. 2d cd. New York: McCraw^HilU 1964. 

Coa^ In bii5ilnefi!( adminMratinn more ccmcermd nlth oncantsational be- 
ha\1ar than cimimunlcatiom. per 

Redding, W(ill{am) Chark% and Sanborn, George A* Business and 
Industrial CommunkxUions: A Source Book New York: Harper 
& Row Publishers, 1964. 

Supplies both bmit^xx academic readers witfi a xiif\*ey of die moflit 
critical viewpoints coffK?eming human communicdt^ni in btmineRn organisa* 
tlom« along with a refmsen^tive sampling of b«tic mediodk and tec^kfues* 

Redfield, Charles E. Commwiication in Management: The Tlwory 
and Practice of AdmifUstrative Communication, ad ed. Chicago: 
University of Chicago Press, 1958. 

Dealx with the theory of eommunfcatiom, both oral and written. An under^ 
fttanding nf the eoneeptK presented will impnTve anyone'^; communication 
abUity. 

Reid JanH*s M., Jr., and VVendlinger, Robert M. Effective Letters. 
ad ed New York; McGraw-Hill, 1973* 

A programmed text devetoped In co-f^»eration with New York Ltfe In- 
surance Company. TqjHcatly arranged but aho inchides an s^^penibx on 
letter laymit, odier mattefK d fimn, and mechanicji* Dr. Robert L. Shurter 
(qAv) wax the cooKuHant on this text. 

Reisman, S. J., ed A Style Manual for Technical Writers and Editors. 
New York: printed fm the Lockheed Aircraft Dividon by Mac- 
millan Company, 296a* 

Deals thoroughly with technk^ p ub l icati i m a, reports, pixqmaK and man- 
uals. Special erni^uisis In cm organisatimi, including format and grammar. 

Reitzfeld Miltoa "A Master Reporting Plaa" Office Executit>e, 
August, 1961, pp. 88-90 

The proUcni that consuttat^ and internal organtKatkm staff perwnnd 
face hi getting the ri^ data needed to die rif^ perwm at die rljdtt time, 
and at rewmable cast^ is die purpoMC of dtls article. 

Rivers, William L.; Peterson, Tlieodore; and Jensen, Jay W. The 
Mass Media and Modem Society, San Frandsoo: Rin^art Press, 



BiBUCXmAPilY OK mt5(l!Vfra$K WHtTtNT. » WALSH 



99 



Oeols with the "NOM'" m«w m^lia ami diuoj?^ the Uiipttct whidi thJ^ 
siegmmt hsL% im » utirid-ulde hash. 

Rofipfs Intematkmal Themitus. 4tb i-d. Now York: Thomas Y. 
Crowi*U, 197JI. 

An indffipeiiMiblp vmU' trnmrn hn fb' i^rvm% %fyhsi dcdk*aU*d M c<miii«t- 
md prtvifivwss. A uilttxti<m iif ^^ittinynti^ und antimyiiw with their fine* 
line shi^Jkfi iff tm'utifng; dnf riif llent for defining and tiMng idknm itineiily. 

Rohan, Thomas \f. "Getting Through to the Troops." Manaf^nwnt 
Review, May, 1972, pp. 47-50. 

CcminniniciaHnm !o emplii>ws ivgarding pnlk-ie?^ and other »ea<iiltl\t* mat- 
ters: Itom ti» get thf nyenMige thnnigh to em^Htrage enipliiyee?t to take more 
intm^ in tl»^r %%*iirk, put forth wore effort, wavte Wss, and oci^asionally make 
a feu* ctuH?f»4(n)M to management. 

Rosi^nsMn, Alan B.; Rathboms Robtrt R,; and Schmvrer, VVlUlom F. 
Enftiwerinc Communiartions. Engl^ood Cliffs, NJ.: Pnmticf- 
HaU, igaf 

Comblm^ theory and practice: the fhit part ctf the text co%w?* communi* 
cation theory; the !«eepml and tfiird parts rrfate the tlm»ry to oral and writtm 
eommunkatiom. 

Rothery, B. Triwration of Technical Information " Data ProcessinR 
MufiaziPe, July. 1966, pp. 3^37. 

Empha^dze^ the importance of u-elt-uTHten technical informatkm m to- 
days Htirld where vasit anumntN of technk^ data are being generated bc^ 
mantiaUy and by computer. 

Rothwell W. S^. Jr. "Financial Communication: What Why, How 
and Who.** Tfte Controller, September, i960, pp. 4oS-io« 43a- 

Expresses the idea that Rnancia! commtmicattom idmiid be styled, or de- 
signed, to promote easy assimlbtion of important points. The eontioller 
should aho provkie prompt complete, and reliable eommunkratlon of fact 
and estimate. 

Rummel, J. Francis, ami BaUaine, WesJey C. Research Methoddofiy 
in Businei^. New York: Harper & Row, 19^ 

Introductory text on research metbodnbgy. Good point of departure for 
students not thoroughly familiar with ref»earch denign* 

Ryan* •'Your Business Letters Have Become a First Class Ex- 
pen»/ Adm^nistrative MarmRement, August, 1962, S^57» 

I>iMniiNies fjKTtnrf whid) affect letterH!o»tK and suggeKt^i ways of fFdiKring 
the^fe evpent^ 

, and Weld. C M. "Cutting the Costs of Correspondence/ 

AdministraHve Managements October, 1963, pp. 42-46. 
Further disicussion. similar to diat listed immediately prevknsdy. 

St John, Michael ''Do You Get Your Message Acrossr Natknis 
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SaumkTK. Alta G(^iiin). and Andonfon, C. R. Business Reports. 
New York: McGraw-Hill 1940. 

An rttriy tivattmmt which M^nattc^ the flood of mat^Hi on the subfect 
Nimi to folkm . 

and Crw»k, Herbnt U'Sourd. The Literature of Busi- 

m^: Contemporary. Wcnrtport Cona: Ciwmvood Prt*ss» 197a 

Deai^ \%ith cn»nwl form for hattdling repnm, e^mys, btclmiing fielfcttan 
(mn LimletDporary wHIm. B<wA %va<( ortglndlly^ pttbllKhed, with %in^^ ou* 
th<n>hip. in 1946. 

Saylw, Ut>naid R., and DcnvUng, William F. Xheck Your Credit 
biHty RatlnR.** Supervisory Manap^ment, September, 1971, vp* 
38-42. 

Tellfi how a ^tipenisur acquim a "pgw^pott'* of ctedihillty: by tettlng the 
tnith and being sure that bhi actions ffitpport hi$K worcU. 

''Employee Communication: It's Easier When You Know 

Ho\%'!** Supervisory Munojeemenf, AuitU9(t, 1962, pp. ia-15* 

Argues that the single mont important factor in better communication ^ 
feedback. Thefr art* n^nw addittcmat cmiimunlcation aid^: pmfectionu timing, 
belies abilit>. f^impli^ity. repetition, and originalit>*. 

. -On the Job Communication: Why Isnt It Easier?'* 

Stipendiary Mamfsenwnt, July, igft*, pp- 2-6. 

Dei(c*ribe% \ariom harder^ that Impede commnnicatfcm between a nuper* 
sisoT and his Mibordinates. 

Scheer. Wilbur E, "Words." Ofjice Executive, November, igSi, pp, 
19-^1. 

A thought'provoking article on bow to avoid wordinejoi in written crnn- 
mtmicat^m!>^ b>' writing in a dear, logical, and coociNe ntyle. 

Schramm, Wilbur Lang. Communications and Changfis in the De- 
vehpinfi Countries. Honolulu: East-West Center Prrss, 1967. 

Communications in Modem SocMy. Urbana, lilt Uni- 
versity ot Illinois Press, 1968. 

A thorotfgh dif^ctutMion of fifteen studies of the mai^ media prepared for 
the I'oK^itv erf ItUm^ Imtitute of Conimimicatiim Rcfsearch. 

Maiis Media and NatU)nal Development. Stanford, 

Calif.: Stanford University Ress, 1964. 

A report im a nt\idy conducted by the United \atiom and VNEKX>. De* 
%ci1l)e« the 4'ffect of conmiunication m a world-wide baiiis, as a means of 
( llixtlng Miciut change. Abo KUggeKtft how adequate and effective communi- 
viitkm changtH^ c*an be made mme easily and quiddy. 
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Schrriber, FUm Rheta, "What Writing Letters Can Do For You*** 
Itoirfers Dii^st, Dmwber, igi6o, pp. 72-74. 

SuggPiilM how an effwtlvel)^ ^Ttttm tetter, bwrfnm iff penofial« om bring 
me m%wh KAH4f»ctbm smd pmSt. 

Schutte, William M., and Steinberg, Envin R* CommuniaMon in 
Busifwss and Industry. New York: Holt Riiwhart & Wimton, i960. 

DeaU with tfie ability to apply baMc principle effwtively. The fimda- 
mrntal nuittm, mch mi bmineiti jargmi and H^asftefttl pm^, are covmd, 
Contaim many ca«e studk^. 

Schwartz, J. ''Personalized Correspondence^ Besfs Insurant News, 
November, 1963, pp. i4-i6.** 

Searv, Donald A,, and Smith, Henr>' A. "A Linguistic Look at Aero- 
space English/ Air Force/Spod' D^^. December, pp. 

Reviewfi some of the ways th? aerospace age and associated engloeiering 
(argon haw affected n^idem language patterns in technical writing. 

*^lling Ideas Up the Organization.** Industry Week, August 3, 

Sharp, Huj^ T., ed, "How To Sell Your Next Idea." Chemical En- 
fltneerinfi, September, 1955, pp. 220-24 

Applies standi techniqaes of verbal atnl written comnmnicatian to tfie 
problems of the engimer. Discusses these basic techniques in language the 
ei^Sineer can uodenttamL 

Shearring, H(enry) A(rthur), am! Christian, B(rian} C(rossley). 
Reports and Haw To Write Them. London: George Allen ami 
Unwin, Ltd,, igfi^ 
Step-by^Jtep instruction of principles involved in writing effective reports* 

German, Theodore Allisoa Minjem TechniaU Writing* ad ed En- 
glewood Cliffs, N.j.: Prentiee^Hall, 1966.^^ 

Covers the imeml form of technical writing, with special enifduvis <m the 
writing of technical reports, technical proposals, and tetters applicable to 
the technical fields. 

Shidle, Norman C. The Art of Successful Communication: Busifwss 
and Pemnal Achieoement Through Written ComnmUcatkm. 
New York: McCraw-Hill, 1965. 

Shoit Albert W., Jr. ''New Directions for Reports Mamigemeiit*' 
Journal of Systems Ma$uieement, XXII (August 1971 ), 
Stresaes a posftfve apimadi to a reports management i^t^pam. 

Shultis, Robert L. ''Must Accountants' Writing Be So DuUr Man* 
agfiment Accoun$i$^ Odcrfier, 1969, Tpp. 23-95. 
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The author oSers a set <if jniklehm^ to impnn'e cwnmunkation in the 
field uf mvcmntlng, 

Shurter, Robert U; Williamson, Peten and Broehl, Wayne G., Jr 
Bminess Research and Report Writing. Nt*w York: MfGraw-Hill, 

A detailed kiok at repmts. Dealx concisely with all aspects d bminess 
r^ijort writing ami wners the stih^'i't cogently ami wncisely, 

and Pierw, John R- Critical Thinking: Its Expression 

avd Arfiument, Nen* York: McCnnv-Hill, ig66.** 
Deals ^Ith the rhetoric and logic of exposition. 

, and Williamson, ]. Peter. Written Communication in 

Business. ed. New York: McGraw-Hill 1964. 

A full treatment dealing %%ith principles, techniques* types, and self-devel- 
opnH*nt on tlw* job. Int'liidkn* a section im cases and refemice section <fealing 
with granmiar. 

, Written Communication in Busine^. 3d ed. New York: 

Mc<;raw.Hill, 1971/* 

Similar to the second editiot* b«t inchtdoi addition of several actual burf' 
neiiji prtiblenis which force the student to think In terms of decision-making 
on the job. 

SIgband, Norman B. Effective Report WriHng: for Business, Indus- 
try, and Government New York: Harper k Brro., i960. 

Deals with prindpies irf report-writing for specialized areas, indttding ac- 
counting, management marketing, engineering, and govcmment, with equal 
emphasis on biisines?i correspondence. 

"Writing Reports That Lead to Effective Decisions." 

Supervisory Manaaement, June, 1^, pp. 2S. 

Gives reasons for ineffective rfiportM%Titing airf suggests ways to correct 
this all too comnKm situation. 

Singer, T, E. R-, and Smith, Julian F. AbstracHng Sdentific and Tech- 
nicat Literature: an Introductory Guide and Text for Sdenttsts, 
Abstractors, and Management New York: Wiley-Intersdence, 
1971^ 

The title is entirely descriptive and nee<fe no further ccmtment. 

, ed. Information and CommunU^ion Fracthe in Indus- 
try. New York: Reinhold Publishing. 195^ ** 

Sklai^, Arnold B. Creative Report Writing. New York: McGraw- 
Hill, 1964.** 

Cinnulatlve aiq;miach to imcferstamiing the principles of efcctive writifig 
as a preltide to writing a oeative report. 



B1BI40CRAPHY OF BUSINESS WBmNC • WALSH 



Sknmtny, B. Xan Communication System Aid in Selling?" National 
Undertcriter, May lo, 1969, p. 8.** 

Slattery, James L. Business Utter Writing. Garden City, N.Y.: Dou- 
bleday. igfis.** 

A general study erf modem lettefwfiting. stressing cWity and brevity. 

Smart, Walter Kay; McKelvey. Louis William; and Gerfen, Richard 
Conrad. Business Letters. 4th ed. New York: Harper & Bros., 

I957"* 

Publication date notwithstanding^ still a f^nerally sound treatment i£ Ae 
sublet of burliness letter-writing. One of the few texts to deal with fbim and 
guide letters in ttome detail. 

Smith, Bruce L., and Smith, Chitra M . IfOermtiofwl CammufU^Okm 
and FuhUc Ophtkm-'A Guide to the LHemture. Princeton, NJ.: 
Bureau of Social Science Research, 

A continuation of Propa^ \ CommmUa^im and PuMh OpMon, Qte^ 
ami describes books, journals, and public affairs magagines published be- 
tu*een midM943 to mid-i9$$« ami includes some materials published as late 
as 1^6* 

Smith. Charles B, "What Do You Mean?" Persanfwl Journal, XL, 
No, 2 (1961), 79^a, 

Deals with how to achieve understanding in communicating with other 
pec^Ie by conveying accuratdy Ae t h outfrts ol one person to member. 

Smith, & U ^Balance Sheet for Letter Writing.'' Office Executioe, 
Januaiy, igGo, pp. a6-j£8.** 

Smith, Terry C How To Write Better and Faster. New York: 
Thomas Y. Crowell, 1965.* • 

Shows how to get to tlie point without being abrupt Offers numy guide* 
toes and stresses plannlqg> writing, and editing, 

„■ ■ "You Can Improve Your Engii^ering Ccsmnuidcatkms,* 

Machine I^sign^ February 2, 1967, pp. 104-7* 

Provides suggestiom far eifrahHthing a ooofBe to teadi to wrfle. 

bchides a bibhogmphy of possiUe texts and reiated reading materials. 

Snatarov L* ''Do You Ever Have a Feeling No One Is Listening^ 
Industry Week^ Jamiary 19, 19701, pp. 49-49.^* 

Spataie, loician* ''Business Letter Writii^: Its Uirfque C ontributi <m; 
Its Rdat&nship to CMier Areas.'' Amerkan Busifwss Writing 
mciation Bulletki^ February, 1964, pp* 23*a4«^^ 

Stansfield, Russell N* 'Tour Better Business Letter.*" Balmice Sheet, 
May» i960, pp* 40-41* 
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Contaim important tips in the t^ching rrf good bu^sfneKs iettc*r-^Ttting in 
buskinesi ediictititm courses in 5ieccmdiury !;c)»oi9(. 

Stayer, Harry R. "Do You Need an Improved Comsspondemro Pro- 
granir American Business Wtitinfi Association BuUetin, February, 

DeaU >vith management^ problen^ In keeping effectl%T bmine» com- 
mnnicatifim program?! fai inditvtry. 

Stead, Bette A. "How To Make a Good Impression When You 
Write.'' Supervisory Management October, 1971, pp. 15-18. 
Emphasis .simplicity in writing style to make messages clear. 

"A Statistical Analysis of the University of Houston Busi- 
ness Communications Laboratory ProgFam.*" Journal of Business 
Communhation, VI, No. 1 (Fall, 1968), 25-3a 

An amily^iK* of the resulb erf a laboratory ^ttidy ol jihidents who had 
achie\'ed low scores on an examination of \*erhal skills. Tl^ Hnmton labtira- 
tory program pnnrd to be helfrful in strenj^hening stiidents* ^'erbal abilities^ 
and might i^-ell lie added to the communication offerings at other imiversities. 

Steim^r, Albert T. **Businres Communications in Education.^* Busi- 
ness Worlds June, 1972. 

Stem. R. "Better Human Relations Through Better Communications.*' 
Supervisory Management, June, 1971, pp. 4-7. 

Suggests how^ to set up good relations through written communicatknis. 

Steams, R L. •^Is the Much MaHgi^ Memo Really as Bad as Some 
Say?" Public Relations Journal, XXVIII (February, 197a), 44* 

Steere, Ralph E. **Reports and Decisions: Russian Rouletter Ad- 
vanced Management-Office Executive, November* igte, pp. 11-13* 
Variotis usie» cS the gr^V hi making executive decMmw. 

Stewart, Jane. "Getting Your Story to Employees " Printers Intc, May 
19^ igfii^ pp. 58-60. 

A study ot how to achieve better rapport between employer and empbyee 
by utting written communication diat can be usMfemtood by the employee. 

Stone, Bob. "^Personalized Computer Letters Come of A^.** Adver- 
tising Age, July 14, 1969, pp. 54^57. 

Diseases the use of letters with personalized references, u^ng the com- 
puter. AUo suggests guidelines for more effective use at si^h lett&r^ 

Stone, W., and Bell, J. G. Prose Style: A Handbook for Writers. New 
York: McGraw*Hill, 1968. 
A guidebook to style, res^rdi strategies, usage, am! tme In writing* 

''Stop Writing Cmtly Letters." Managienwnt MeU^ods, July, 1961, 
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Stn^mki, Janu's B. *T\vo-VVay Communication: A Managenumt 
Xmnislty.** Personnel Jotimai XLIX (January. ^97o), ^31- 

Attittide Min-eyK provide tf^ iiimt t*ffecth*e tuti-way communfcalftM^ b.^ 
h^tt^fi Mnpli>> iT and t^ipto>w. 

StronR, Earl P(oc*), and Weaver, Rolx»rt C;. Writinfi for Business 
ami Industry: Reports, Letters, Minutes of Meetings, Memos, and 
Dictation, Boston: Allyn and Bacon, 11)62.** 

Strej«H?!< ^trnplk*ity und hrtnit>' in prpjientation jfo that exanip!e!9 and ntodek 
vm l>e fully undentiKid fnmi the reader \ vlt-H-point, as an aid to knowing 
prt^lsiely HOW lo ttjnstniil effective bitNine?^ letteoj. 

Strunk, William, Jr., and WTiite, E. B. Elements of Style* ad ed* New 
York: Nfacmillan, 197Z. 

A brief but redfnibtahle rrferpnce which provider princlpleti of grammar 
and their relationjihip to j^tyle. Inefodes* a checklbt oi "don'ts** for wHtenj. 

Swift, Marx-in H. **Clear Writing Means Clear Thinking Means . . 7 
Harvard Business Review, LX (January-February, 1973), 59-6*. 

AnalvHt^i Iff the way in %*'hich a manager re-works and re*think» a mem- 
orafidunt. 

Summers, W. "How To Pa»sent Intert*sting Reports^ Supervisory 
Manafiement, October, 197a, pp, 3^>-3J^ 

Tade, C;. T, •'How To Write a Better Memo," Sufxrvisory Manage- 
ment, May, 197 !• 

Tainton Sarah Augusta; Monro, Kate M.; and Scherzer, Margaret 
The Secretary's Handlwok. 8th ed» New York: Macmillan, 1969. 

A handbook for Ictter-UTlters* Includes principles of punctuation, dictkm, 
grammar, letter formats, and ttp-to-date practice!^. 

Tebbel John. The World Riess and the Teaching of Journalism."' 
Saturday Review, September 11, 1971, pp, 64-65* 

A rev^ of a conference held in Helsinki, Finlaml, cm worldwide com- 
mnnicattovi education, 

Thayer, Lee O. Administrative Communication. Homewood, 111,: 
Richard D, Irwin, ig6i.** 

Communication and Communication Systems. Home- 

wood. 111: Richard D. Irwin, 1970/^ 

. Communication: General Semantics Perspectives. New 

York: S^rtan Books, 197a* • 

— **Some Theoretical Approaches to (the teaching <rf) 

Business Communications.*' Journal of Busirwss CommunicatiofK 
I (October, 19^3) »5-*^- 
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Dc9k witfi ismne d the modem-day Ibecfftes pertainiiifr to the leiK^hing of 
bi£»iness ocrnmnsnicatfani^ in the secoodaiy schod5i, calefies and tttUversHfes* 

Thompson, Cordon B* *T1^ Environment, Society, and Communtca- 
tionsL** Vital Speeches, June i, 197a, pp. 503-7. 

Concenis die f?ffects of mas» mediii cmmntintcdti(m syisteni^ on the en- 
vironment and on peo|^ s Iives« Includes a section cm mediods of stodcpiliiv 
printed matter. 

Tichy, H(enrietta) J. Effective WrtHng, New York: John Wiley & 
Sons, ig6a 

Discusses grammar, outlining, organization, and style. Deals with letters, 
memorandums, and short reports expected td engineers, scientists, and man- 
agers with science b^kgrounds. 

To Do Their Best Work Everyone Must Communicate.*' Industrial 

Re^rcK Jwly» ^970, p. 77. 

An opinion-poti result of the importance erf communicatimi in satisfactory 
completkm of the work of scientists, engineers, and technicians. 

Tooling Up for Better Company Communications.'' S«ee(, Septem- 
ber 15, 1969, p. 58d.** 

Trelease, Sam F. How To Write Scientific and Technical Papers. 
Baltimoitf: Williams & WiUdns, 1958. 

Intenckd as an akl in the writing of techrtfcal and scientific papers but has 
miK!h to offer to writers in o&er fidds* A chedc«list of ccmunon errors is of 
particular value. Useful sections on tables, charts, graphs, and pho^9gr«|^ 

Turabian* Kate L. A MamMd for Writers of Term Papers, Theses, 
and Dissertations. 3d ed-t rev. Chicago: University oK Chicago 
Pre^, 1967. 

Widely-accepted basic style manual ftw sdidarly writing in eeommici, 
business aihninistratim, and itm social sciences (except for anthropcJogy 
and psychobgy, bodi of which have prescribed style gtti<tes). 

. Student*s Guide for Writi$%g Collet Papers, ad ed Chi- 

cago: University of Chtei^ Pres^, 1969. 

An adaptation of A Mantud for Writers, geared to undergraduate writiiig* 

Turner, Rufus R Technical Beport Writing, ad ed Englewood CttSs, 
NJ.: Pmrtice^Hall igSs-** 

A textbook for technkal personnel exp e c te d to wrtte reports as part of 
their on-tbe-Jdb reqniramnls. Provides in-deptfi treatment of bow to write 
technical reports and presupposes reader-background in grammar and me- 
chanics of language. 



Tuttie, David H. 'Written Conunttnication&* Bankers Montkiy,. July, 
1967, p. 4^ 
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Dfcicmaiey biwim^s correjfpondence fnmt a hankt»r\ viewpoint. Empbavize^ 
that stilled language is no kmger the image of th^ batJcIng indmtry. 

Tuttle. Robert E., and Brown. A. Writing Useful Reports. New 
York: Applrton-C.Vntury -Crofts, 1956. *• 

Uris* Aun-n. **How To Be a Great Dictator,** Chemical Engineering, 

June 30, 19% pp. 111-13- 

Siiggei4j» h(;w to reduee time !«pent on btusinetiK and technical writing* Ad- 
%ticates the imf of dictating equipment as a nieaiw (rf expediting writing and 
deMrribe)( j<cnie dictating pitfalbt* 

**How To Communicate with Managers.** Industrial Re* 

search^ April, 1970, pp. 56, 60-62. 

Se^-en »ugge>tiom that can help researchers communtcale KUccesi^uUy with 
management. 

"How To Spc»ak Through a Cl<^ (or Open) Door." 

Nations Business, March, 1973, p. 60. 

U.S. Department of tht* Air Foive. Military Standard Af ft-STD^ 
(USAF): Preparation of Technical Reports. Washington, D.C.: 
U.S. C^vemment Printing Office, 1965. 

E>1ahli»hef», or prescribes, a detailed fomtat for technicat reports prepared 
for MibmisskMi to agencies of the U.S. Air Force. 

U.S, Department of Defense. Defense Standardization Manual 
4120Mi: Standardization Policies, Procedures, and Instructions. 
Washington, D.C.; Government Printing Office, 1966/* 

Prescribes standard guidelines for die preparatkm dF technical bandboidcs« 
specifkrations, and so forth, as well as guidelines for policies and imicedures. 

Military Standard MIL-STD^BC: Abbreviations for Use 

on Drawings, Specifications, Standards, and in Technic^ Docu- 
ments. Washington D.C: Government Printing Office, 
1068.** 

Specifies stamlard abbreviatioi» for i»e by agencies of tfie V.S. Depart- 
ment of Defense when preparing technical drawings, illustrations, and 
literature. 

MUitary Standard MIL-STD-1313: Microelectronic 

Terms and Definitions. Washington, D.C: U.S. Government Prints 
ing Office, 1967.* • 

Specifies terms and definite apjdicable to mtcrvielectmnic devices and 
tedmiques^ 

U.S. Government Printing Office Style Manual rev. ed. Washington, 
D.C*: U.S. Government Printing Office, 19^7. 

A handbocdc ctf format style whidi includes detailed iitformatfem on punc* 
tuation, capitalization, handling erf nun^^ers, abbreviations, and so fordL 
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VanHageiv Charles E. Report Writers Handlwk. Englewood Cliffs, 
NJ.: Prnitice-Hall, igSi/* 

A guidebook cm rpport^i^Tltlng, aimed particularly at die needs ctf scten- 
ti^ and engitieen$, 

Volkhardt }. M, "Getting Through the Communicatioiis BlizzanL** 
Nations Business, May, 1972, pp. 66-67. 

Voos, Henry. Organizational Communication: A Bibliof^raphy. New 
Brunswick, NJ*: Rutgers University Press, ig67, 

A survey ot the literature on group communkatiofv 1(^8-65. Psychcdogkal 
and mana(^rial literature shows that communication is a prhne concern to 
bodi mili^uy and oommerHal estaUishments, 

Waldo, WiUis H. Better Report WrtHng. New York: Reinhold Pub- 
lishing, 1965.* • 

Oriented to the scienti^ ami technician as an aid to writing reports under- 
standable to die layman. It does not advocate the me erf m>n*tedmical lan- 
guage but does insist on adherence to recognized conventions cS writing as 
being essential to clear meaniiH(. 

Walker, Thomas E. "Can Words Cut Costs?" Dun's Review and 
Modern Industry, January, igfa, pp, 67-74. *• 

Details how sloppy business writing can cost the firm time, sales, and 
goodwill. 

Walsh, J. Venturing Beyond the Pass.** Management Advisor, May, 
197^ pp. 3a-34-** 

Walton, Eugene. '"A Stwiy <rf Organizational Communicattons Sys- 
tems.'' Personnel Administration, XXVI (May-June, 19^), 

Shows a sofdiktteatBd way of mdbntanding oomminiicattott in m orgmi* 
cation by studying who draft memoes. The extent to wWcb such 

peopie possess at^iorfty, power, expntise, and soctabilKy is disct^sed 

Walton, Thomas F. Technk^ Manual Writing and Administration. 
New York: McGraw-Hill 1968. 

Gmqndbensive o v e rvtew of m^iat wrttm of technical manuals in iodostry 
must know and dou Directed primarily toward preparation of tedmical man- 
uals fm* the VS. Air Force, but equally i^^dicaUe to odier manual re- 
qufmneots* 

Weeks, Francis William. Frinciphs of Business Communication. 
Champaign, HL: Stipes Publishing, 1973^^^ 

Derigned to be toed widi a Ulmny AtX of mpfi^am^ readtegi. LMfe 
how^to-do^ nuderiab in die book, v/ith emphasis on general p rfnc i plei and 
appfoadies* 

, ed Readktg/t in Conummtetttkm from Fortune. New 

York: Hott, Rioebart & Winston, xgSi. 
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Covers the bm»d scope of cotmnttnication pmbletm in bmines« and in- 
ihs5itry and prmiik^ a mview <tf the field up to thfe date. A reprinting of 
articles which originaily appeared in FoHune: stilt flood reading and excri- 
tent writing. 

, and Hatdi, Richard A. Business WrHinfi Cases and Prob- 
lems: Letters, Memorundun$s. and Reports. Champaign, III: Stipes 

^ Publishing, 197a- *• 

How-tD-do*it caites, probiermi, nutlinet«, and exerd^e^ for Ktiident9» needing 
this kind of imtruction. 

Weil B. H. The Technical Report: Its Preparation, Processing, and 
in Industry and Got>emm€nt. New York: Reitihold Publish- 
ing, 1954- 

Weiss, Allen. "Better Business Writing: Part 1 " Supervisory Man- 
afiement. May, igGg, pp. 1012. 

Entpliavize?; that the function of busine?w writing h to convey meaning. 
iX'tcmm ways to achieve readabitity. 

"Better Busii^ss Writing: Part Supervisory Manage- 
ment, June, 1969, pp. 15-ia 
Explores in sicmie detail the relatiomhip writing s^lyle to readability. 

, "Better Business Writing: Part 3." Suj^rtHwry Marmge- 

ment, July, 1969, pp. 14-X9. 

Focuses on word dxiioe 9s a function of bodi f^tyle and readabili^. 

. "Do Your Instructions Get Lost in Tnmslationr Super- 
visory Management, May, 1970, pp, t6-i8. 

Stresses that instnurttms* written or oral, must be acplidt and take into 
aocofint the listener's frame reference. 

"^How To Worsen a Communication Gap7 Supervisory 

Mamgement, Maitrh, 1971, pp. 18-210. 

V^xtg a slmpk narrative, shows how alocrfness and impatfence can cause 
communication gaps. 

^. "A Silent Supervisor Decides To Speak Up*" Supervisory 

Mamgement, August, 1971, pp. 12-13. 

Deals with imfecisiveness and hesitation In communication, along widi 
tl^ importaiKe speaking effectivety. 

. "Spice of Life.'' Supervisory Management. January, 1971, 

I^. iS-)»>. 

Expresses need for variety in writing Ktyle withmtt ^sacrificing clarity and 
slmpticity. 

"Word to the Wise." Supervisory Management, Novem- 
ber, 1970, pp. 2o-a2. 
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Word tuMige In communication and need for tactful Mflection of vocalnt- 
laiy paitictilarly where crfticteni ix fnvoK^ 

Weiss« E. B. There s a Revolution Bivwtng in Internal Commimica- 
tton.** Advertising Afie, August 16, 1971, pp. ^i-^ 

A j^tateiiient <if ^ t^imms why internal commttnicatjf»m» about corporate 
poltcie!« and pmgranui need lo be made explicit. 

Weiss, W. H. "Ba^aking the Fear Barrier** Nations Business, July» 
1971, pp. 64^. 

Weismaa Herman M, Basic Technical Writing. 2d cd, Columbus, 
O.: Charles E. Merrill Publishing, 1968. 

A textbook desi(pied for .students and profes^kmal technkal ^Titers, ifcien* 
tbts, and engineers. Contains discussion pndJems and exercises; which cover 
both technical report-writing and tl^ advanced features of technical writing. 

♦ Technical Correspondence: A Handbook and Reference 

Source For the Technical Prafesshnd. New Yoric: John Wiley & 
Sons, 1968. 

Serves ass a guide for die scientist and engineer who feel they camiot write. 
The !»cope of the hock is limited to technical conespondence; covers prin- 
ciples and applications of technical correspondence. 

Wahlen, Doris H. The Secretary's Handbook. Rev. ed New York: 
Harcx>urt Brace Jovanovich, 1973* 

A complete, easy-^to^use, up-^to-date reference manual on grammar and 
ifiiage, along with the conventions of office procedure. Also includes die 
\mte%i information on postal tecbnkalitks. 

Whalen, J. J. "Your Letters As Self-Ptortraits " Office, April, 1961, 

White, W. *More Corporate Reports ior Empbyee Leadm*** Pub- 
lic Relations Journal, February, 1970, p» 19.*^ 

Whitdiouse, Frank* Documentation: How To Org/inixe and Conind 
Information Proces^s irt Business and Industry. Chicago: Busi* 
ness Books, 1971. 
The title is entirely descriptive of the approach and content. 

"AVhy Engineers Don't Write: An Exchange of Memos.* Ihroduct 
Engineering, February aS, 1966, pp. 80-93. 

A iiumoniits esriiang e of mcniora ndiww iDttitrating the engl i ieif r s p lijrt 
regarding the writtog at tpchnical articles* The engineer is damned tf he does 
write technical aitides md damned tf he doesn^tt A rq^t of die article 
appears in the August, 2966 bsue of Naad En^aeers Joumd. 

Wiksell Wesley A. Do Yoti Understand? A Guide to Effective Oral 
Communication, New York: Macmillan, i960* 
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Wilkinson, CO>"ck») W. Communicatinfi Through Letters and He- 
ports. 3d ed. Homewood, 111.: Richard D. Irwin, 1^19, 
A welMtine eariy text trraling the suiHect v£ lettent «tid reports Hmtnif^y, 

Writing Business Letters. Homewood, III: Richard D, 

Invin. 1959- 

Another enrly pace-tietter dealing with tt^ Millet of letter^wrifing, 

; Mmning, y H.; and Anderson, R. WrWng for Busi- 
ness: Selected Articles on Business Communication. Homc^wood, 
III: Richard D, Iiwin, 1951/ • 

A ^ of readinf^ on the sitbfect, 

Williams, Cecil B. ''Some Observations on Theory and Practice in 
Teaching Busim.^ Writing.** Journal of Bustwss Communioittonp 
II Na 2 (1964), 21. 

I>fecU9(»e?( tk importance of style and adaptfltion in busiiKss writing, 
Sugiippst^ how the^ nbould be taaght. 

, and Griffin, E. Glenn. Effective Busine^ Communico- 

Mart. 3d ed New York: The Ronald Pre^ 1966.** 

Another full treatiwnt on the Mibject of letter^writing and reports. The 
tiiird edition deab with fundamentals of communicatioii as these f^pedficaUy 
Bpjpiy to burimttsi and bidustry, in tenns di badcgmund and 4(itb whkh the 
mident is txpcctsd to bring with him to his positton* 

Wiltsee, Joseph L, ed. ''Personal Busii^ss.*" Business Week^ Septem* 
^>er2i, igfi3, i^, 133-34. 

This article, by a !Slaff-wri^, (^Is widi fob resinnes-their Importanoe, 
structure, and hints on di>*s awl doci'ts in writing resumes, 

Witte, Arthur "Organizing To Write^ Journal of Accountarwy, 
CXXXIV (September, 1972), io$-6. 
Sug g e st ions for those who f)mi wHtfaig difficult. 

Wood, F(redeifck) T(homas)« Eng^i^ Colloquial Idioms. New 
Ymk: St Martin's Press, 19169. 

Discusses tfie proWem of <Mning die temi« ''coltonuiair but oflfers sev- 
eral examples. 

Engttsft Prepositional Idioms. New York; St Martinis 

Press, 1967* 

A very useful hamfixxd^ dealing with idiomatic use of pre po sitio ns after 
verbs, M^eetives, verbal nouns. Also includes idimnatic phrases tntni&ic pd 
by piepusiticmSi. 

English Verbal Idiom. New York: St Martio's Press, 

1964. 

Aftned prinwuiJy »i non-iwtivc (speakers of English, based on verbal com- 
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pmiiMb ^^'hme meaniiii^ couM ^i\y be deducted frntn a kmwledge (tf 
mmtal meaning of the cmv^lltuetit wimk* 

Wcodntff, William R. ''An^ You in Communication with Your Sub- 
ordinati* Supervisffry ManademenU C)etolx% 1971, pp> 15*18. 
Article denN with him* to inipm%v the quality cil otw's nwrmf^, 

Woirall, A, J. More English Idioms for Foreifin Students. New York: 
Lonj^mans, Cretan & Co., 1953**^ 

Wright, Martin. **Your Changing Role in Industrial Communica- 
tions.** Business Manaf^ement, April, 1970, pp. «5-26, 40-41. 

Five maioT prDbtemK tiuit can be conquered thnmgh effective com* 
munication.H* 

Wulff, P. "^Management Report Gets to All Management.** Fur- 
chasinfi, Mait-h, 1970, pp. 43-45-** 

Zetlrr, Robert L., and Crouch* W. George. Succe^ful Cammunica' 
tian in Science and Industry-^Writing, Reading, at^ Spealdng. 
New York: McGraw-Hill, 1961. 

Itlavtrates how to write dearly, n^ad aixntrately and rapidly, and speak 
C(m%1nclngly. Induct exerdm to enable the reader to put into uite prin* 
dpie» of effecti\*e cwimunicatkMi. 

» and Advafwed Wrfffng. 3d ed New Yoii: 

The Ronald Press, 1961. 

, and A Guide to Technical Writing. New 

York: The Ronald Piness, 19G4. 

Zeyher, Lewis '^Improving Your Three-Dimensional Communica- 
tkuis.*" Personnel Journal^ XUX (May, 1970). 

Article deah with improving up%mtl, downward, and lateral communl- 
cati<Nis between empbyem and employees. 

Zottbek, Charles E. Short Business Letters far DictaHon and Tran- 
scription with Freviews in Gregg Shorthand. New York: Gregg 
DivisfoQ, McGraw-HiUt 197a 



